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TO: Mayor Craft & Members of the City Council

FROM: Brandan Franklin

SUBJECT: 2015 Baldwin County Hazard Mitigation Plan

DATE:  March 16, 2016

ISSUE:  Adopt the 2015 Baldwin County Hazard Mitigation Plan

BACKGROUND:  Baldwin County began working with the county jurisdictions in 2009 to 
prepare a Hazard Mitigation Plan for the entire county.  The Plan was adopted in 2011 by the 
County and the surrounding jurisdictions. This plan is compliant with the Federal Disaster 
Mitigation Act 2000.  This plan is required to be updated every five years.  After receiving a 
grant from AEMA, the county again worked with the surrounding jurisdictions to update the plan
in 2015.  This plan has been updated and approved by FEMA.  Having this plan in place allows 
the City to apply for future Hazard Mitigation Grants.

RECOMMENDATION:  I recommend Mayor and Council adopt this plan

PREVIOUS COUNCIL ACTION:  Approved the 2010 Plan in 2011.

BUDGET IMPLICATIONS:  None

RELATED ISSUES:  none

ATTACHMENTS: the plan (534 pages) can be provided if necessary; summary of changes is 
attached

DEPARTMENT: Building

STAFF CONTACT: Brandan Franklin



Summary of 2015 Revisions to the   
2010 Baldwin County Multi-Hazard Mitigation Plan  

3/22/2016 
 

 Generally. The entire plan has been extensively rewritten from cover to cover to reflect new FEMA 
planning requirements and changed conditions since 2010. 

 Replaced cover page, title page, and table of contents. 

 Executive Summary.  Updated to summarize new plan contents. 

 Chapter 1. Introduction. Updated contents to include new references to previous plans, new grant 
requirements for plan, and other information. 

 Chapter 2. Prerequisites. Updated contents to describe 2015 participation and other information. 

 Chapter 3. Community Profiles. Updated community descriptions, maps, and data with latest 
information. 

 Chapter 4. Planning Process.  Describes new opportunities for public comment and involvement; 
findings of 2015 review of local plans and regulations; participation of planning committee in the 2015 
update; the reestablishment and 2015 membership of planning committee; use of social media; 
documentation of community event; and a description of the 5-year plan review and update process. 

 Chapter 5. Risk Assessment.  Extensive changes made to the following sections: 
Sec. 5.3 Identification of Hazards Affecting Each Jurisdiction: adds tsunamis. 
Sec. 5.4 Hazard Profiles: add tsunamis profile; improves descriptions of locations and extents of each 
hazard; updates descriptions of past events; improves mapping. 
Sec. 5.5 Vulnerability of Structures within Each Jurisdiction: provides new HAZUS-MH inventory data 
and population estimates. 
Sec. 5.6 Estimate of Dollar Losses to Vulnerable Structures:  provides new HAZUS-MH loss 
estimates and losses from historical records. 
Sec. 5.7 General Description of Land Uses and Development Trends:  add new description of land 
use and development trends.   
Sec. 5.8 Repetitively-Damaged NFIP-Insured Structure:  addresses new requirements.  
Sec. 5.9 Summary of Hazards and Community Impacts:  new summary table added.   
Sec. 5.10 Risks that Vary Among the Jurisdiction:  adds improved explanation of how risks vary.  

 Chapter 6. Mitigation Strategy.  Reinforces 2010 vision and goals; adds new references to 2013 
State plan; updates NFIP participation of communities; reviews plan implementation status since 
2010; updates overall strategy. 

 Chapter 7. Plan Maintenance.  Describes plan monitoring and maintenance since 2010. 

 Community Action Programs.  Presents updated action programs for each community, based on 
feedback from each community and progress towards implementation of 2010 action programs. 

 Appendices.  All appendices have been updated with new information developed during the 2015 
update process. 

 New and Replacement Maps, Tables, Charts, and Figures: 
 

Maps 3-3 Baldwin County Municipalities, 3-7 Baldwin County Transportation, 5-5  Gulf Coast 

Historic Hurricanes1851-2008, 5-6 Hurricane Paths 1900-2015, 5-7 Baldwin County Flood Zones, 5-8 

Baldwin County Tornado Locations 1950-2014, 5-11 Alabama Total Acres Burned 1999-2014, 5-12 

Baldwin County Fire Observations 2001-2015, 5-13 Alabama Winter Storm Interval 1993-2012, 5-14 

Baldwin County Earthquakes and Geological Faults, 5-15 Baldwin County Earthquake Liquefaction 

Potential, 5-16 Baldwin County Soil Amplification Seismic Shaking Potential, 5-17 State of Alabama 

Seismic Hazard Map 2014, 5-20 Baldwin County Landslide Susceptibility, 5-21 Baldwin County 

Dams, 5-24 Baldwin County Sinkhole Susceptibility, 5-25 Submarine Landslide Zones, 5-26 

Hazardous Materials Storage, 5-27 Baldwin County Government Facilities, 5-28 Baldwin County 

Public Safety Facilities, 5-29 Baldwin County Schools, 5-30 Baldwin County Medical Facilities, 5-31 

Baldwin County Elderly Care Facilities, 5-32 Baldwin County Utilities, 5-33 Baldwin County 

Communication Facilities, 5-34 Baldwin County Communication Towers, 5-35 Baldwin County 

Emergency Shelters, 5-36 Baldwin County Dams, 5-37 Baldwin County Transportation Infrastructure, 



5-38 100 Year Hurricane Direct Economic Loss, 5-39 100 Year Hurricane Event Debris Volume, 5-40 

Hurricane Frederic Direct Economic Loss, 5-41 Hurricane Frederic Debris Volume, 5-42 Hurricane 

Frederic Wind Speeds, 5-43 100 Year Earthquake Ground Motion, 5-44 Population Density in 

Baldwin County, and 5-45 Baldwin County Land Cover. 

 

Tables 3-1 Summary of Plan Updates, 4-1 Summary of Plan Updates, 4-2 HMPC Membership, 5-1 

Plan Updates, 5-2 Identified Baldwin County Hazards, 5-3 Comparison of Identified Baldwin County 

Hazards to State Plan, 5-4 1973-2014 Federal Declarations Affecting Baldwin County, 5-5 Baldwin 

County Area Hurricane History, 5-6 Baldwin County Hurricane/Tropical Storm Events 1995-2014, 5-7 

Baldwin County Flood Events 1995-2014, 5-8 Baldwin County Severe Storm Events 1995-2014, 5-10 

Baldwin County Tornado Events 1995-2014, 5-11 Baldwin County Drought/Extreme Heat Events 

1995-2014, 5-12 Winter Weather Observations Baldwin County, 5-13 Baldwin County Winter storm 

Damages 1995-2014, 5-14 Baldwin County Dams, 5-15 Baldwin County Dams Risk, 5-16 2014 

Population Distribution by Jurisdiction, 5-17 2035 County Growth Projection, 5-18 Annual Growth 

Rates by Jurisdiction, 5-19 2035 Growth Projections and Multipliers, 5-20 2035 Population 

Distribution by Jurisdiction, 5-22 HAZUS-MH Population and Building Value Data, 5-23 HAZUS-MH 

Building Inventory by Occupancy, 5-24 HAZUS-MH Building Inventory by Construction Type. 5-25 

Building Exposure by Occupancy, 5-26 Building Values by Jurisdiction, 5-27 Building Count by 

Occupancy and Jurisdiction, 5-28A Building Exposure by Jurisdiction and Hazard Part A, 5-28B 

Building Exposure by Jurisdiction and Hazard Part B, 5-29 HAZUS-MH Essential Facilities Data, 5-30 

HAZUS-MH Transportation Systems Lifeline Inventory, 5-31 HAZUS-MH Utilities Systems Lifeline 

Inventory, 5-32 Baldwin County Government Facilities, 5-33 Baldwin County Public Safety Facilities, 

5-34 Baldwin County Schools, 5-35 Baldwin County Medical Facilities, 5-36 Baldwin County Elderly 

Care Facilities, 5-37 Baldwin County Utilities, 5-38 Baldwin County Communication Facilities, 5-39 

Baldwin County Emergency Shelters, 5-41 Baldwin County Port Facilities 

5-42 Population Distribution by Jurisdiction 2014 & 2035, 5-43 100 Year Hurricane Event Loss 

Estimates 

5-44 Hurricane Frederic Loss Estimates, 5-45 Comparative Hurricane Scenarios Economic Losses 

5-46 Expected Building Damage by Occupancy 500 Yr. Earthquake Event, 5-47 Expected Building 

Damage by Type 500 Yr. Earthquake Event, 5-48 Building Related Economic Loss Estimates 500 Yr. 

Earthquake Event, 5-49 Baldwin County Historic Growth Trends, 5-50 Population 2000-2010 & 

Projections 2015-2035, 5-51 Population Projections by Jurisdiction, 5-52 Repetitive Loss Properties 

by Jurisdiction, 5-53 Severe Repetitive Loss Properties by Jurisdiction, 5-54 Summary of Hazards 

and Community Impacts, 5-55 Jurisdictional Risk Variations, 6-1 Summary of Plan Updates, 6-2 NFIP 

Community Status Baldwin County Jurisdictions, and 6-3 2015-2020 Baldwin County Multi-

Jurisdictional Mitigation Action Programs. 

 

Charts 3-1 2014 Population by Municipality, 3-2 2010 Population Distribution by Age Baldwin County, 

3-3 Racial Composition of Baldwin County, 3-4 Educational Attainment of Baldwin County, 3-5 

Employment by Industry Baldwin County, 3-6 Poverty Rates by Demographic Group, and 3-7 

Distribution of Income Baldwin County. 

 
Figures 4-1 Website Image and 4-2 Social Media Image 
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RESOLUTION OF THE (City of Gulf Shores, AL)

A RESOLUTION ADOPTING THE  2015 BALDWIN COUNTY MULTI-HAZARD 

MITIGATION PLAN, IN FULFILLMENT OF THE FEDERAL DISASTER MITIGATION ACT 

OF 2000 AND THE LOCAL MITIGATION PLAN REQUIREMENTS OF 44 C.F.R. SECTION 

201.6 AND FEMA LOCAL MULTI-HAZARD MITIGATION PLANNING GUIDANCE

WHEREAS, The Federal Disaster Mitigation Act of 2000 (DMA 2000), as administered by the

Alabama Emergency Management Agency (AEMA) and the Federal Emergency Management Agency

(FEMA) provides Federal assistance to local governments to alleviate suffering and damage from

disasters, and broadens existing relief programs to encourage disaster preparedness plans and

programs, coordination and responsiveness, insurance coverage, and hazard mitigation measures;

and,

WHEREAS, the DMA 2000 requirements for local mitigation plans are set forth in 44 C.F.R.

Section 201.6 and the Local  Multi-Hazard  Mitigation  Planning  Guidance, FEMA, July 1, 2008 (Federal

planning criteria); and,

WHEREAS, as a prerequisite for each Baldwin County jurisdiction to continue to qualify for

FEMA mitigation grant assistance programs, the DMA 2000 requires the five year update of the

Baldwin   County,   Alabama,   Natural   Hazards   Mitigation   Plan, which was approved by FEMA on

February 1, 2011; and,

WHEREAS, the AEMA had awarded a planning grant funded through the FEMA Hazard

Mitigation Grant Program (HMGP) to the Baldwin County EMA to fund 75% of the total cost of the five

year plan update for all jurisdictions within Baldwin County; and,

WHEREAS, the 2015  Baldwin  County  Multi-Hazard  Mitigation  Plan has been prepared in

accordance with DMA 2000 requirements under the direction of the Baldwin County Hazard Mitigation

Planning Committee with the support of the Baldwin County EMA, on behalf of all of the jurisdictions

within Baldwin County; and,

WHEREAS, said mitigation plan addresses all natural hazards deemed to threaten property

and persons within the unincorporated and incorporated areas of Baldwin County; and,

WHEREAS, the Federal planning criteria require formal adoption of the FEMA-approved plan

update by each participating jurisdiction.

NOW THEREFORE, BE IT RESOLVED that the 2015  Baldwin  County  Multi-Hazard  Mitigation

Plan is hereby adopted and immediately made effective.
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ADOPTED this the ____________ day of ________________________, 20___.

APPROVED: ____________________________________

ITS:             ____________________________________

ATTEST:             ____________________________________

ITS:             ____________________________________



DATE:   April 4, 2016

ISSUE:  2016 TIGER Grant Application.

RECOMMENDATIONS:  Authorize staff to pursue TIGER Grant funding from the U.S. 
Department of Transportation for construction of multimodal transportation 
infrastructure in the Waterway Village District of the City of Gulf Shores.  

BACKGROUND:  The Transportation Investment Generating Economic Recovery, or
TIGER Discretionary Grant Program provides a unique opportunity for the DOT to invest
in road, rail, transit and port projects that promise to achieve critical national objectives. 
Since 2009, Congress has dedicated more than $4.6 billion for seven rounds to fund 
projects that have a significant impact on the Nation, a region or a metropolitan area. 

The City, in partnership with ALDOT and private landowners, would like to apply for 
funding through the TIGER program for the “Gulf Shores Waterway Village 
Multimodal Access Project”, a system of roads and pedestrian access improvements 
that will create economic opportunities, improve traffic conditions, enhance pedestrian 
access/safety, and increase community resilience for our region.

Components of the project (See Attached Map) will include a major pedestrian bridge 
over the Intracoastal Waterway, a new road connecting the Gulf Shores Business and 
Aviation Park to the Waterway Village business district, as well as street improvements 
throughout the district.  The proposed improvements will provide multimodal 
connectivity between the airport, business aviation park, Foley Beach Express, 
intracoastal canal waterfront, mixed use business districts, the beach front economic 
center, and residential areas in Gulf shores. 

The total project cost is estimated at $15,240,000 (See Attached Budget).  The federal 
share from the TIGER program is estimated at $7,620,000 (50%).  The City’s total 
match is estimated at $4,343,000; with the remainder of non-federal funds coming from
ALDOT and private landowners.

PREVIOUS COUNCIL ACTION:  Council previously approved an application for a 2015 
TIGER Grant for this project.  The application did not receive funding last year, but was 
given a favorable review by DOT and recommended for re-submittal in 2016.



BUDGET IMPLICATIONS:

Total Project Cost:  $15,240,000
Federal Match: $7,620,000
City Match:  $4,343,000
ALDOT Match:  $1,652,000
Private Partner Match:  $1,625,000

The City will have to cover construction costs and DOT will reimburse quarterly.  The project is 

expected to take three years to complete, starting in FY 2017.  The annual budget implications for the

City are:

FY 2017 – City will cover engineering, permitting, and CE&I costs ($1,562,000) in 2016 as part of City 
match.  As construction begins, City will cover costs and submit quarterly invoices to DOT for 
reimbursement.
Total Budget Implication FY 2017 -$5,080,000 Total with 50-75% reimbursed, $1,562,000 City 
Expense

FY 2018 – Project will be constructed in  phases – roads, pedestrian bridge, and sidewalks. City will 
cover construction costs as each phase is started and submit quarterly invoices to DOT for 
reimbursement.  
Total Budget Implication FY 2017 - $5,080,000 with 50-75% reimbursed.

FY 2019 – Project will continue as in FY 2017 until completion.
Total Budget Implication FY 2018 - $5,080,000, with 50-75% reimbursed.

RELATED ISSUES:  None.

ATTACHMENTS:
 Map, Estimated Budget

DEPARTMENTS:  Executive, Public Works

STAFF CONTACT:  Daniel Bond, Mark Acreman
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COUNCIL AGENDA SUMMARY

TO:                  Mayor Craft & Members of the City Council

THROUGH:   Steve Griffin, City Administrator

FROM:            Cindy King Dooley, Finance & Administrative Services Director

SUBJECT:   2016 Bancorp South Line of Credit (extension of 2012 Line of Credit)

DATE:             March 31, 2016

ISSUE:   Bancorp South has offered to extend the original  $4 million  taxable 2012 Line of 
Credit (LOC) for another 30 months at the same term of 2.83% interest annually payable 
quarterly on the outstanding balance. 

BACKGROUND :      Proceeds from the 30 month  2016  extension of the  original 2012 
T axable line of credit can be used for land acquisition for educational purposes and beach 
improvements.  Specifically $187,500 was added in the 2016 Budget Amendment 1 for design 
and engineering costs for the public beach area parking and common space.   

PREVIOUS COUNCIL ACTION:  None

BUDGET IMPLICATIONS:   Approximately  $5,000 additional interest expense, contingent 
upon the amount ultimately borrowed.  

RELATED ISSUES:  None

ATTACHMENTS:  Minutes document and Ordinance attached

DEPARTMENT:  Finance and Administrative Services

STAFF CONTACT:   Cindy King Dooley
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EXCERPTS FROM THE MINUTES OF A REGULAR MEETING OF
THE CITY COUNCIL OF THE CITY OF GULF SHORES

                                                                                                                                                                                      

The City Council of the City of Gulf Shores met in regular public session at Gulf Shores City 
Hall, 1905 West First Street, Gulf Shores, Alabama, at 5:00 p.m. on April 11, 2016.  The meeting was 
called to order by  the Mayor.  The roll was called with the following results:

Present: Robert Craft, Mayor
Carolyn Doughty
Stephen E. Jones
Philip Harris
Jason Dyken
Joe Garris

Absent: None

The Mayor stated that a quorum was present and that the meeting was open for the transaction of 
business.  

*     *     *

Councilmember __________ moved for unanimous consent of those present to suspend the rules 
of procedure to allow for the immediate consideration of the following ordinance:

* * *
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ORDINANCE NO. ______________
                                                                                                                                                                                      

AN ORDINANCE AUTHORIZING THE ISSUANCE, SALE, DELIVERY AND PAYMENT OF 
THE CITY’S $4,000,000 GENERAL OBLIGATION TAXABLE WARRANT, SERIES 2016-A, TO 
BE DATED THE DATE OF DELIVERY, TO BANCORPSOUTH
                                                                                                                                                                                      

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF GULF SHORES, 
ALABAMA AS FOLLOWS:

Section 1.  Findings and Representations.

The City of Gulf Shores (the “ City ”)  by and through the City Council, its governing body, does 
hereby find and determine and represent and warrant as follows:

(a) The City has heretofore issued its $4,000,000 original principal amount General 
Obligation Taxable Warrant, Series 2012-A, dated July 13, 2012 (the “ Series   2012-A   Warrant ”) to 
BancorpSouth (the “ Bank ”) pursuant to Ordinance No. 1684 adopted on July 9, 2012 (the “ Authorizing 
Ordinance ”) in order to establish a revolving line of credit to provide funds to (1) purchase certain 
property resulting from the settlement of  Pickard ET AL. v City of Gulf Shores  (Baldwin County Circuit 
Court Case No. CV-07-900187) and (2)  for land acquisition for educational purposes and beach 
improvements.

(b) The City is not in default under the Authorizing Ordinance.  The present outstanding 
balance of the Series 2012-A Warrant is $ 3,9 7 9,000 .  The Series 2012-A Warrant matures on July 13, 
2016.

(c) The City has found and determined that it is in the best public and financial interest of the 
City to renew the revolving line of credit evidenced by the Series 2012-A Warrant through a final 
maturity of January 13, 2019.

(d) The renewal will be evidenced by a General Obligation Taxable Warrant, Series 2016-A, 
to be dated the date of delivery (the “ Warrant ”), which will be executed and delivered to the Bank on or 
about April 12, 2016.

(e) The City expects to use the proceeds of the Warrant for the purposes of  land acquisition 
for educational purposes and engineering/redesign of beach parking and boardwalk areas.

(f) The net assessed valuation of the taxable property in the corporate limits of the City for 
the fiscal year ending September 30, 2015 is not less than $________ and the total indebtedness of the 
City following the issuance of the Warrant chargeable against the debt limitation for the City prescribed 
by the Constitution of Alabama of 1901, as amended, will not be more than twenty percent of said 
assessed valuation.

Section 2. Authorization and Description of Warrant; Payments of Warrant.

(a) The City shall borrow an aggregate amount not exceeding $4,000,000 in such amounts 
and at such times as shall be necessary for the purposes set forth in Section 1 hereof, and the City shall 
issue the aforesaid Warrant therefor to the Bank, to evidence a revolving line of credit extended thereby to 
the City for such purposes.
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(b) The Warrant shall (1) be dated the date of initial delivery and payment, (2) bear interest 
at the fixed per annum interest rate of 2.83%, (3) be payable in quarterly installments of interest only with 
the principal due at maturity on January 13, 2019, (4) be subject to redemption prior to maturity at any 
time, without premium or penalty, and (5) be registered and transferred, all as provided therefor in the 
form of the Warrant in Section 4 herein.

(c) The principal of and interest on the Warrant shall be payable in lawful money of the 
United States of America, at the designated office of the registered owner thereof at par and without 
discount, exchange or deduction or charge therefor.

Section 3. Authorization of Advances and Payments.

The Mayor and City Clerk are authorized and directed to request advances under the Warrant at 
such times and in such amounts as the Mayor and the City Clerk shall consider necessary or desirable to 
carry out the purposes of this Ordinance.

Section 4.  Form of Warrant.

The Warrant shall be in substantially the following form:

UNITED STATES OF AMERICA
STATE OF ALABAMA

CITY OF GULF SHORES
GENERAL OBLIGATION TAXABLE WARRANT

SERIES 2016-A

No. R-1 $4,000,000

THE CITY OF GULF SHORES , a municipal corporation organized and existing under and by 
virtue of the laws of the State of Alabama (the " City "), for value received, hereby acknowledges itself 
indebted to and does hereby order and direct the Finance and Administration Director of the City to pay, 
solely out of the special warrant fund hereinafter described, to BancorpSouth (herein called the " Payee "), 
its successors and assigns, the principal sum of 

FOUR MILLION DOLLARS
($4,000,000)

or so much thereof as may be advanced or paid and re-advanced hereunder, as hereinafter provided, and 
to pay solely from said warrant fund interest on the unpaid balance of said principal amount advanced and 
outstanding hereunder from time to time, from the date advanced until payment in full, at a fixed per 
annum rate of interest equal to 2.83% (computed on the basis of the actual number of days elapsed over a 
360-day year), said principal and interest being payable as follows:

(a) On July 13, 2016 and on the 13 th  day (or next business day) of each January, 
April, July and October thereafter, through and including January 13, 2019, the interest accrued 
on the outstanding principal balance of this Warrant to each such date of payment; and
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(b) On January 13, 2019, the entire outstanding principal balance of this Warrant 
plus all accrued interest thereon. 

Payment of the principal hereof and interest hereon shall be made at the office of the Payee or at 
such other place as shall be designated to the City in writing by the Payee, provided the final payment of 
principal of and interest on this Warrant shall be made only upon presentation and surrender of this 
Warrant to the City for cancellation.

The City may, on any date, pay in advance the entire unpaid principal balance of this Warrant or 
any lesser portion or portions thereof by paying to the Payee the principal amount to be prepaid,  plus 
interest accrued on such principal amount to the date of such prepayment, without premium or penalty.

This Warrant is a master Warrant under a revolving line of credit extended by the Payee to the 
City, and it is contemplated that the proceeds of the loan evidenced hereby will be advanced, or paid and 
re-advanced, by the Payee to the City in installments, as requested by the City (as to amount and date), 
and it is further contemplated that by reason of prepayments hereon there may be times when no 
indebtedness is owing hereunder; notwithstanding any such occurrence, this Warrant shall remain valid 
and shall be in full force and effect as to each principal advance made hereunder subsequent to each such 
occurrence.  Each principal advance and each payment made on this Warrant shall be reflected by the 
notations made by the Payee on its internal records (which may be kept by computer or by other means 
determined by the Payee) and the Payee is hereby authorized so to record thereon all such principal 
advances and payments.  The aggregate unpaid principal amount of this Warrant reflected on the internal 
records of the Payee (whether by computer or otherwise) shall be rebuttably presumptive evidence of the 
principal amount of this Warrant outstanding and unpaid.  No failure of the Payee so to record any 
advance or payment shall limit or otherwise affect the obligation of the City hereunder with respect to any 
advance, and no payment of the principal by the City shall be affected by the failure of the Payee so to 
record the same.

THIS WARRANT SHALL BE VALID AND ENFORCEABLE AS TO THE AGGREGATE 
PRINCIPAL AMOUNT ADVANCED AT ANY TIME HEREUNDER, WHETHER OR NOT THE 
FULL FACE AMOUNT HEREOF IS ADVANCED.

This Warrant is issued pursuant to the Constitution and laws of the State of Alabama, including 
the provisions of Section 11-47-2 et seq. of the CODE OF ALABAMA 1975, as amended, and an 
Ordinance and proceedings of the governing body of the City (the " Authorizing   Proceedings ") for the 
purposes described in the Authorizing Proceedings.

The principal of and interest on this Warrant  is a general obligation of the City and the full faith 
and credit of the City are pledged to the payment of the principal of and interest on the Warrant.  

The City has established in the Authorizing Proceedings a special fund designated "Series 2016-A 
General Obligation Taxable Warrant Fund" for the payment of the principal of and interest on the 
Warrant, and has obligated itself to pay or cause to paid into said Fund from the taxes and revenues of the 
City sums sufficient to provide for the payment of the principal of and interest on this Warrant as the 
same matures and comes due.

This Warrant and the interest hereon constitutes a charge on the general credit of the City and an 
indebtedness of the City within the meaning of state constitutional provisions and or statutory limitations. 
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This Warrant is recorded and registered as to principal and interest in the name of the owner on 
the book of registration maintained for that purpose by the City.  The person in whose name this Warrant 
is registered shall be deemed and regarded as the absolute owner hereof for all purposes and payment of 
the principal of and interest on this Warrant shall be made only to or upon the order of the registered 
owner hereof or its legal representative, and neither the City nor any agent of the City shall be affected by 
any notice to the contrary.  Payment of principal of and interest on this Warrant shall be valid and 
effectual to satisfy and discharge the liability of the City upon this Warrant to the extent of the amounts so 
paid.

This Warrant may be transferred only upon written request of the registered owner or its legal 
representative addressed to the City, such transfer to be recorded on said book of registration and 
endorsed hereon by the City.  Upon presentation to the City for transfer, this Warrant must be 
accompanied by a written instrument or instruments of transfer satisfactory to the City, duly executed by 
the registered owner or its attorney duly authorized in writing, and the City shall endorse on the schedule 
attached hereto for such purpose the principal amount of this Warrant unpaid and the interest accrued 
hereon to the date of transfer.  No charge shall be made for the privilege of transfer, but the registered 
owner of this Warrant requesting any such transfer shall pay any tax or other governmental charge 
required to be paid with respect thereto.

It is hereby recited, certified and declared that the indebtedness evidenced and ordered paid by 
this Warrant is lawfully due without condition, abatement or offset of any description and that all acts, 
conditions and things required by the Constitution and laws of the State of Alabama to happen, exist and 
be performed precedent to and in the execution, registration and issuance of this Warrant and the adoption 
of the Authorizing Proceedings have happened, do exist and have been performed in time, form and 
manner as so required.

IN WITNESS WHEREOF, the City, acting by and through its governing body, has caused this 
Warrant to be executed in its name and on its behalf by its Mayor and its municipal seal to be hereunto 
affixed and attested by its City Clerk, and has caused this Warrant to be dated April __, 2016.

CITY OF GULF SHORES

S E A L By ____________________________
Its Mayor

Attest:_________________________________
City Clerk

REGISTRATION CERTIFICATE

I hereby certify that this Warrant has been duly registered by me as a claim against the City of 
Gulf Shores and the Series 2016-A Warrant Fund referred to herein.

                                                                     
Finance and Administration Director

REGISTRATION OF OWNERSHIP

This Warrant is recorded and registered on the registry books of the City of Gulf Shores in the 
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name of the last owner named below.  The principal of and interest on this Warrant shall be payable only 
to or upon the order of such registered owner.

Date of In Whose Name Signature of Authorized
Registration Registered Officer of City

  April  , 2016           BancorpSouth                               , City Clerk

________________ ___________________ _______________________

ENDORSEMENT BY CITY OF UNPAID PRINCIPAL AND
ACCRUED INTEREST ON DATE OF TRANSFER

Date of Principal Accrued Interest on Signature of Authorized
Transfer Unpaid Date of Transfer Officer of City

________ _________ ________________ ______________________

________ _________ ________________ ______________________

Section 5. Execution of the Warrant.

The Warrant shall be manually executed in the name and on behalf of the City by the Mayor and 
shall be manually attested by the City Clerk of the City, and the official seal of the City shall be manually 
imprinted thereon.  The Registration Certificate shall be executed by the Finance and Administration 
Director.  The Registration of Ownership of the Warrant shall be executed by the City Clerk of the City 
who shall make the endorsements provided at the time of any transfer.  Said officers are hereby directed 
to so execute, attest and register the Warrant and to make the appropriate endorsements and notations, if 
any, thereon.

Section 6. General Obligation; Warrant Fund.

(a) The Warrant and the interest thereon shall constitute a general obligation debt of the City. 
The Warrant is an obligation of the City to which the general faith and credit of the City is pledged.

(b) To secure the payment of the principal of and interest on the Warrant and to secure for 
the benefit of the registered owner of the Warrant the faithful performance of all of the covenants and 
provisions contained herein, in the manner and to the extent so provided, the City (1) does hereby pledge 
unto the registered owner of the Warrant and its registered assigns the full faith and credit of the City, (2) 
does hereby create and establish a special fund designated the "Series 2016-A General Obligation Taxable 
Warrant Fund" (the " Warrant   Fund "), which shall be held by the Bank, as custodian and paying agent of 
the Warrant and (3) does hereby covenant and agree to pay or cause to be paid into the Warrant Fund a 
sufficient amount of the revenues and taxes of the City.

(c) The City further covenants and agrees to collect or cause to be collected all taxes and 
revenues when due and to apply the same as provided in this Ordinance.
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Section 7.  Expenses of Collection; Interest After Maturity.

The City covenants and agrees that, if the principal of and interest on the Warrant are not paid 
promptly as such principal and interest matures and comes due, it will pay to the registered owner of the 
Warrant or its registered assignees all expenses incident to the collection of any unpaid portion thereof, 
including a reasonable attorney's fee.  To the extent permitted by applicable law, the Warrant and the 
interest thereon shall bear interest at the rate of 2.83% per annum from and after the maturity or due dates 
thereof, if not then paid.

Section 8.  No    Federal    Tax    Exemption    for    Interest;    No    Designation    of    Warrant 
Pursuant to Section 265 of the Code.

(a) The interest payable on the Warrant is  not  excludable from gross income of the registered 
owner thereof for federal income taxation purposes under Section 103 of the Internal Revenue Code of 
1986, as amended (the "Code").

(b) The City has  not  designated the Warrant as a "qualified tax-exempt obligation" for the 
purposes of Section 265(b)(3) of the Code.  The Warrant is not "bank qualified."

Section 9.  Authorization of Issuance of Warrant.

The Mayor and the City Clerk, or either of them, are hereby authorized and directed to effect 
delivery of the Warrant to the Bank and in connection therewith to deliver such closing papers containing 
such representations as are required to demonstrate the legality and validity of the Warrant and  the 
absence of pending or threatened litigation with respect thereto. 

The City Clerk of the City shall give a receipt to the said purchaser for the purchase price paid, 
and such receipt shall be full acquittal to the said purchaser and the said purchaser shall not be required to 
see to or be responsible for the application of the proceeds of the Warrant.  Nevertheless, the proceeds of 
the Warrant shall be applied solely to the purposes herein referenced.

Section 10.  Severability.

The provisions of this Ordinance are severable.  In the event that any one or more of such 
provisions or the provisions of the Warrant shall, for any reason, be held illegal or invalid, such illegality 
or invalidity shall not affect the other provisions of this Ordinance or of the Warrant, and this Ordinance 
and the Warrant shall be construed and enforced as if such illegal or invalid provision had not been 
contained herein or therein.

Section 11.  Repeal of Conflicting Provisions.

All ordinances, proceedings and orders or parts thereof in conflict with this Ordinance are, to the 
extent of such conflict, hereby repealed.

Section 12.  Provisions of Ordinance a Contract.

The terms, provisions and conditions set forth in this Ordinance constitute a contract between the 
City and the registered owner of the Warrant and shall remain in effect until the principal of and interest 
on the Warrant shall have been paid in full.
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It was moved by _______________ that all rules and regulations which, unless suspended, would 
prevent the immediate consideration and adoption of the said ordinance be suspended and that unanimous 
consent to the immediate consideration and adoption of the said ordinance be given.  The motion was 
seconded by ______________ and on roll call was unanimously adopted, those answering aye being:

Ayes: Robert Craft, Mayor
Carolyn Doughty
Stephen E. Jones
Philip Harris
Jason Dyken
Joe Garris

Nays: None

The Mayor declared the motion unanimously carried.

After said ordinance had been discussed and considered in full by the City Council, it was moved 
by ________________ that said ordinance be now placed upon its final passage and adopted.  The motion 
was seconded by _______________.  The question being put as to the adoption of said motion and the 
final passage and adoption of said ordinance, the roll was called with the following results:

Ayes: Robert Craft, Mayor
Carolyn Doughty
Stephen E. Jones
Philip Harris
Jason Dyken
Joe Garris

Nays: None

The Mayor thereupon declared said motion carried and the ordinance passed and adopted as 
introduced and read.
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*             *             *

There being no further business to come before the meeting, it was moved and seconded that the 
meeting be adjourned.  Motion carried.

Minutes Approved

                                                                      
Mayor

                                                                      
Member of City Council

                                                                      
Member of City Council

                                                                      
Member of City Council

                                                                      
Member of City Council

                                                                      
Member of City Council

CITY  SEAL

Attest:                                                           
City Clerk
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STATE OF ALABAMA
BALDWIN COUNTY

CERTIFICATE OF CITY CLERK

I, the undersigned, do hereby certify as follows: (1) I am the duly elected, qualified and City 
Clerk of the City of Gulf Shores (the " City "), (2) as City Clerk of the City I have access to all original 
records of the City and I am duly authorized to make certified copies of its records on its behalf, (3) the 
above and foregoing pages constitute a complete, verbatim and compared copy of excerpts from the 
minutes of a regular meeting of the City Council of the City duly held on April 11, 2016, (4) the 
ordinance set forth in such excerpts is a complete, verbatim and compared copy of such ordinance as 
introduced and adopted by the City Council on such date, and (5) said ordinance is in full force and effect 
and has not been repealed, amended or changed.

IN WITNESS WHEREOF, I have hereunto set my hand as Clerk of the City of Gulf Shores and 
have affixed the official seal of the City, this 11th day of April, 2016.

                                                                      
Clerk of the City of Gulf Shores

CITY  SEAL
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City of Gulf Shores
Gulf Shores, Alabama

Jones Walker LLP
Birmingham, Alabama

Re: $4,000,000 General Obligation Taxable Warrant, Series 2016-A, dated the date of 
delivery

Ladies and Gentlemen:

We have purchased and do hereby acknowledge receipt on this date of the above-referenced 
Warrant (the “ Warrant ”) issued by the City of Gulf Shores, an Alabama municipal corporation (the 
" Issuer ").  We have been provided with and have reviewed the ordinance and proceedings adopted and 
taken by the governing body of the Issuer on April 11, 2016 authorizing the issuance of the Warrant (the " 
Authorizing   Ordinance ").  We understand and agree, under the Authorizing Ordinance (capitalized terms 
being used herein as in the Authorizing Ordinance) that the Warrant is a general obligation of the Issuer 
and constitutes a charge on the full faith and credit of the Issuer.

We have had full and free access to all books, records and audits of the Issuer and have been 
provided with and have evaluated such financial, corporate and general information respecting the Issuer 
and the Warrant as we deem necessary to enable us to make an informed investment judgment with 
respect to the purchase of the Warrant.

The engagement of Jones Walker LLP   as bond counsel did not include services related to the 
compilation, verification or furnishing to us of information regarding the merits and risks of investment in 
the Warrant.  We have regularly bought and sold securities similar to the Warrant for our own account 
and have knowledge and experience in financial and business matters sufficient to enable us to evaluate 
such merits and risks.

We are purchasing the Warrant for our own account and not for resale and we have no present 
intention of reselling or otherwise distributing the Warrant or any interest therein to any person or entity. 
In the event that in the future we decide to sell the Warrant or any interest therein, we are aware that the 
Warrant is a security and that the seller is obligated under both federal and state security laws, among 
other things, to fully and accurately disclose to all persons to whom he offers to sell securities all facts 
material to their decision to purchase such securities. Prior to making any sale of the Warrant or any 
interest therein, we intend to consult with our counsel knowledgeable in the requirements of such 
securities laws and to be guided by the advice of such counsel.  We hereby represent that we will not sell, 
transfer, or otherwise distribute the Warrant or any interest in any thereof in violation of any applicable 
federal or state securities laws.

This __ day of April, 2016.

BANCORPSOUTH

By                                                                 

Its                                                                  
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CERTIFICATE OF OFFICERS

The undersigned duly elected, qualified and acting Mayor, City Clerk, City Administrator 
and Finance and Administration Director of the City of Gulf Shores, Alabama (the " Municipality ") 
hereby certify as of the ___ day of April, 2016, as follows:

1. The names of the officers and the members of the Council of the Municipality and the 
dates of the beginning and ending of their terms of office are respectively as follows:

Name and Office Term Began Term Ends

Robert Craft October, 2012 October, 2016
Mayor

Carolyn Doughty October, 2012 October, 2016
Councilman

Stephen E. Jones October, 2012 October, 2016
Councilman

Philip Harris October, 2012 October, 2016
Councilman

Jason Dyken October, 2012 October, 2016
Councilman

Joe Garris October, 2012 October, 2016
Councilman

Wanda Parris At Council's Pleasure
City Clerk

Steve Griffin At Council's Pleasure
City Administrator

Cindy King Dooley At Council's Pleasure
Finance and Administration Director

2. Each of the foregoing officers and members of the Council has duly filed his or her oath 
of office and each of them legally required to give bond or other undertaking has filed such bond or 
undertaking in form and amount and at the time required by law and has otherwise duly qualified and 
each is the acting officer holding the office stated immediately following his or her name for the period 
above indicated.

3. Regular meetings of the Council are held on the second and fourth Mondays in each 
month in the Municipality at 5:00 o'clock p.m. pursuant to ALA. CODE § 11-43-49 and 11-43-50 (1975), 
and as fixed by order of the Council and publicly announced by it.

 4. The population of the Municipality according to the 2010 U.S. Decennial Census was 
9,741.
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5. The Municipality is now and has been for more than forty years a municipal corporation 
duly organized and existing and operating under the laws of Alabama.  No proceedings for the dissolution 
of the Municipality have ever been taken.

6. The seal manually affixed hereto is the officially adopted corporate seal of the 
Municipality and the undersigned Clerk is the official custodian thereof and is duly authorized to affix the 
same to bonds, warrants, contracts, certificates and other obligations and documents of the Municipality 
and to certify copies of the minutes, proceedings and records of the Municipality and the Council.

 7. On April 11, 2016, the Council adopted an ordinance (the " Warrant    Ordinance ") 
authorizing the issuance of the Municipality’s $4,000,000 General Obligation Taxable Warrant, Series 
2016-A, dated April __, 2016 to BancorpSouth (the “ Warrant ”).  The Warrant Ordinance has not been 
repealed, amended, revoked or changed and is still in full force and effect. Capitalized terms not 
otherwise defined herein are used as defined therein.

 8. The undersigned Mayor has manually executed the Warrant, and the undersigned City 
Clerk has manually attested the Warrant.  The undersigned City Clerk has manually affixed the official 
corporate seal of the Municipality to the Warrant.  The undersigned Finance and Administration Director 
has manually registered the Warrant as a claim against the Municipality and the Warrant Fund from 
which the Warrant is payable, and has manually executed the Registration Certificate appearing on the 
Warrant.  The Warrant and the certificate of registration were in the forms provided therefor in the 
Warrant Ordinance and have been manually executed as provided therein.  No obligations of the 
Municipality other than the Warrant have been issued pursuant to the Warrant Ordinance.

9. On the date of execution of the Warrant and on the date of adoption of the Warrant 
Ordinance, and on this date, we then were and now are the duly elected or appointed, qualified and acting 
officers of the Municipality indicated by our signatures thereon and hereon.

10. We have no knowledge or information of any agreement, representation, condition, 
understanding or stipulation, whether oral or written or expressed or implied, respecting the authorization 
of the Warrant or the terms of the sale thereof, or the disposition or other dealing with the proceeds of the 
Warrant, other than as set forth in the Warrant Ordinance, the closing papers of which this certificate 
forms a part, and in the other documents which have been furnished to bond counsel,  Jones Walker LLP, 
for their examination preliminary to their approval of the legality of the Warrant.  None of the 
proceedings, records or representations which have been certified to the purchaser to whom the Warrant 
shall be delivered or to bond counsel have been repealed, amended or changed, and there has been no 
change in the facts affecting the Warrant.

11. There is no litigation of any nature pending or threatened in any court restraining, 
enjoining or in any manner questioning the validity or legality of any of the following: the corporate 
existence of the Municipality; the territorial boundaries of the Municipality; the election or title of any of 
the aforesaid persons as officers of the Municipality; the Warrant; the Warrant Ordinance or any terms or 
provisions thereof; the purposes for which the Warrant is issued; the application of the proceeds of the 
sale of the Warrant; the constitutionality of any statute or the validity of any proceedings relative to the 
Warrant; the taxing power of the Municipality to pay the Warrant or any other matter referred to in this 
certificate. 
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IN WITNESS WHEREOF, we have hereunto set our hands and affixed the official corporate seal 
of the Municipality, as of the date first written above.

                                                                      
Mayor

CITY  SEAL

                                                                      
City Clerk

                                                                      
City Administrator

                                                                      
Finance and Administration Director



{BH290305.2}

RECEIPT FOR WARRANT

The undersigned hereby acknowledges receipt of the $4,000,000 General Obligation Taxable 
Warrant, Series 2016-A, dated April __, 2016 issued by the City of Gulf Shores.

This __ day of April, 2016.

BANCORPSOUTH

By __________________________________________
Its Duly Authorized Officer
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DEBT CERTIFICATE

We, the undersigned, the duly elected, qualified and acting Mayor and Finance and 
Administration Director of the City of Gulf Shores, Alabama (the " Municipality ") do hereby certify as of 
the ____ day of April, 2016, as follows:

1. The assessed valuation of taxable property in the corporate limits of the Municipality, as 
assessed for municipal taxation and on which taxes were due and payable on October 1, 2015, is not less 
than $___________.

2. As of this date, the Municipality has outstanding the following described obligations 
which would be included in the limitation of the indebtedness of the Municipality under Section 225 of 
the Constitution, except where noted:

(a) Long-Term bond issues

Issue Principal Outstanding

General Obligation Warrants,
Series 2015, dated March 1, 2015
(final maturity December 15, 2028 $8,695,000

General Obligation Taxable Warrants,
Series 2012-D, dated October 1, 2012
(final maturity December 15, 2021) $9,335,000

General Obligation Warrants,
Series 2012-C, dated October 1, 2012
(final maturity December 15, 2025) $9,000,000

General Obligation Warrants,
Series 2008-A, dated April 1, 2008
(last maturity December 15, 2028) $5,255,000

General Obligation Warrants
Series 1996-B, dated November 1, 1996
(last maturity November 1, 2016) $25,000

SUBTOTAL $32,310,000



{BH290305.2}

(b) Short-term notes and leases

General Obligation Taxable Warrant,
Series 2016-A, dated April __, 2016 $4,000,000
(matures January 13, 2019)

General Obligation Warrant,
Series 2014, dated December 19, 2014 $9,000,000
(final maturity December 15, 2018)

SUBTOTAL $13,000,000

TOTAL CHARGEABLE INDEBTEDNESS $45,310,000 [1]

[1] Does not include lease obligations, post-employment benefits, annual pension cost, unfunded 
pension liability, accumulated absences or any obligations associated with the Municipality’s 
Public Educational Building Authority.

3. The Municipality has outstanding the following temporary loans to be paid within one 
year, made in anticipation of the collection of taxes and not exceeding one-fourth of the general revenues 
of the Municipality:

None

4. The Municipality has outstanding the following described bonds and other obligations 
issued for the purpose of acquiring, providing or constructing water works:

None

5. The Municipality has outstanding the following described bonds and other obligations 
issued for sewer, street or sidewalk improvements, where the cost of the same, in whole or in part, is to be 
assessed against the property abutting said improvements:

None

6. The Municipality has outstanding the following described warrants or obligations which 
will be payable solely from the revenues derived from the operation of a water, sewer, gas or electric 
system or any one or more of such systems:

None

7. The Municipality owes current accounts payable in the following amounts:

Regular accounts payable, not more than . . . . . . . . $500,000.00
Payroll taxes, not more than . . . . . . . . . . . . . . . . . . $150,000.00
Others, not more than . . . . . . . . . . . . . . . . . . . . . . . $250,000.00

8. The Municipality has outstanding no other bonds, warrants, obligations, indebtedness, 
notes, contracts, long term leases, lease-purchase obligations, installment purchase obligations, or 
pecuniary obligations of any nature whatsoever except as follows (herein describe in detail any other 
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obligations not set forth above and specify with respect to each such obligation the principal amount or 
total liability or obligation of the Municipality thereunder):

Accumulated Compensated Absences, not more than   $1,000,000

Miscellaneous Short Term Loans and Lease/Purchase
Obligations, not more than $2,500,000

IN WITNESS WHEREOF, I have hereunto set my hand and affixed the official corporate seal of 
the Municipality as of the date first written above.

                                                                      
Mayor

CITY  SEAL
                                                                      
Finance and Administration Director
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JONES WALKER LLP
One Federal Place

1819 Fifth Avenue North, Suite 1100
Birmingham, Alabama

April __, 2016

BancorpSouth
Foley, Alabama

City of Gulf Shores
Gulf Shores, Alabama

Re: $4,000,000 General Obligation Taxable Warrant, Series 2016-A, dated the date of delivery, 
issued by the City of Gulf Shores

Ladies and Gentlemen:

This opinion is rendered in connection with the issuance of the above-referenced warrant (the 
" Warrant ") by the City of Gulf Shores, Alabama (the " Municipality "). The Warrant is issued pursuant to 
an ordinance adopted by the governing body of the Municipality on April 11, 2016 (the " Warrant 
Ordinance").

We have examined the following:  the proceedings of the Municipality for adoption of the 
Warrant Ordinance and other certificates, documents and proofs considered by us to be pertinent.  In 
rendering this opinion we have also relied upon statements set forth in certificates executed by public 
officials and by officers of the Municipality.

Based upon the foregoing and upon our examination of the aforesaid proceedings and other 
papers submitted to us, and in reliance on the aforesaid certificates and assuming compliance with the 
covenants and representations in the Warrant Ordinance, we are of the opinion, as of the date hereof and 
under existing law, that:

(1) The Warrant is a valid and binding order upon the Finance and Administration Director 
of the Municipality for the payment of the principal thereof and interest thereon and evidence and order 
paid the valid general obligation indebtedness of the Municipality.

(2) Interest on the Warrant is includable as gross income for federal income taxation.

(3) Interest on the Warrant is exempt from present income taxation in the State of Alabama.

The rights of the registered owners of the Warrant and the enforceability thereof are subject to the 
exercise of judicial discretion in accordance with general principles of equity, to the valid exercise of the 
constitutional powers of the United States of America and the sovereign police powers of the State of 
Alabama, and to bankruptcy, insolvency, reorganization, moratorium or other similar laws affecting the 
enforcement of creditors' rights heretofore or hereafter enacted.



{BH290305.2}

BancorpSouth (the " Bank "), as purchaser of the Warrant, has represented that (1) our engagement 
as bond counsel did not include services relating to the compilation, verification or furnishing to the Bank 
of information regarding the merits and risks of investment in the Warrant and the Bank has knowledge 
and experience in financial and business matters sufficient to evaluate such merits and risks; (2) the Bank 
has been provided with and has evaluated such financial, corporate and general information respecting the 
Municipality and the Warrant as the Bank deems necessary to make an informed investment judgment 
with respect to the purchase of the Warrant; (3) the Bank is purchasing the Warrant for its own account 
and not for resale, and the Bank has no present intention of reselling or otherwise distributing the Warrant 
or any interest therein to any person or entity which is not owned by the Bank; and (4) the Bank will not 
sell, transfer or otherwise distribute the Warrant or any interest in any thereof in violation of any 
applicable federal or state securities laws.

The opinions within are (a) limited to matters stated herein and no opinion may be inferred 
beyond the matters expressly stated, (b) given as of the date hereof and with the express understanding 
that we have no obligation to advise you or any of your successors or assigns of any changes in law or 
fact subsequent to the date hereof, even though such changes may affect the opinions expressed herein, 
(c) rendered to you solely in connection with the subject transactions and may not be relied upon by you 
or by any other person for any other purpose, and (d) rendered as an expression of our professional 
judgment as to the legal issues explicitly addressed herein, by the rendering of which we do not become 
an insurer or guarantor of that expression of  professional judgment or of the outcome of any legal dispute 
that may arise with respect to any of the matters herein contained.

Faithfully yours,



DATE:  March 30, 2016

ISSUE:  Purchasing Manuals

RECOMMENDATION:  Adopt the following:

 Purchasing Manual, latest revised version dated 3/30/2016

 Procurement Card Manual, latest revised version dated 3/15/2016

 Fixed Assets Manual, created 4/22/2014

PREVIOUS COUNCIL ACTION:   Resolution 4649-09 adopted the Purchasing Manual in 
April 2009. The Procurement Card Manual was previously adopted through Administrative 
Policy #29 and amended through Resolution 4030-12. The Fixed Assets Manual is a new 
document requested by the auditors.

BACKGROUND:   A number of changes and clarifications are addressed in these manuals, 
including the City’s implementation of electronic purchase orders, the consolidation of 
travel credit cards into the current procurement card program, and the procedures for 
tracking fixed assets per audit requirements. Extensive efforts have been made to make the 
purchasing process more clear and efficient. A lean training exercise was held in 2013 to 
improve the purchase order process. A Purchasing Policies Review Committee with 
representatives from every City Department helped to revise all three documents in 2014. 
All Department Heads and the  Finance Committee  have  reviewed the latest versions of the 
manuals.

BUDGET IMPLICATIONS:   None. Adoption of these manuals is to formalize current policies 
and procedures.

RELATED ISSUES:  None

ATTACHMENTS:

 Purchasing Manual

 Procurement Card Manual

 Fixed Assets Manual

 Drafted Resolution

DEPARTMENT:  Purchasing Division, Finance & Administrative Services

STAFF CONTACT: Renee Eberly, Purchasing Officer



RESOLUTION NO.

A RESOLUTION ADOPTING PURCHASING MANUAL,
PROCUREMENT CARD MANUAL, AND FIXED ASSETS MANUAL

FOR THE CITY OF GULF SHORES
_______________________________

     BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF GULF SHORES, 
ALABAMA, WHILE IN REGULAR SESSION ON APRIL 11, 2016, as follows:

            Section 1.  That the attached City of Gulf Shores Purchasing Manual (Revised March 
30, 2016) is hereby adopted.

Section 2.  That the attached City of Gulf Shores Procurement Card Manual (Revised 
March 15, 2016) is hereby adopted.

Section 3.  That the attached City of Gulf Shores Fixed Assets Manual (Created April 
22, 2014) is hereby adopted.

            Section 4.  That all prior adoptions, resolutions, rules, regulations, or policies in conflict
with this resolution are hereby repealed.

            Section 5.  That this Resolution shall become effective upon its adoption.

     ADOPTED this 11th day of April, 2016.

                                 
                                                                                 Robert Craft, Mayor

ATTEST:

_______________________________
Wanda Parris, CMC
City Clerk

C E R T I F I C A T E

I, Wanda Parris, CMC, City Clerk of the City of Gulf Shores, Alabama, do hereby certify that 
the foregoing is a true and correct copy of Resolution No.        ( prepared  by City Clerk), which 
Resolution was duly and legally adopted at a regular meeting of the City Council on  April 11, 
2016. 

                              __________________________
                                       City Clerk
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Executive Summary 
A general summary of approvals required for City expenditures are as follows: 

 
 All Purchases  
Only employees listed on the Purchasing Authorization List (See Appendix A) may make purchases. 
 
 All Purchases $500 or more  
An Electronic Purchase Order (PO) is required. All Purchase Orders require Department Head, 
Purchasing Officer, and Revenue Supervisor approval. 
 
 All Purchases $1,000 or more  
Finance Director approval is required through the PO process, in addition to the Department Head, 
Purchasing Officer, and Revenue Supervisor. 
 
 All Purchases $5,000 or more  
City Administrator approval is required through the PO process, in addition to the Department Head, 
Purchasing Officer, Revenue Supervisor, and Finance Director. 
 
 Non-budgeted Purchases of Goods or Services $5,000 or more  
City Council approval required. 
 
 Professional Service Contracts $10,000 or more 
City Council approval required. 
 
 Purchases $15,000 or more – Goods or Services 
City Council approval required to award Sealed Bid (See Section IX).  
 
 Purchases $50,000 or more – Public Works Contracts Only 
City Council approval required to award Sealed Bid (See Section IX). 
 

EXCEPTIONS: 
Budgeted items of a routine nature 

Examples  
- Compensation of officers and employees 
- Payments of principal and interest on bond or warrant issues 
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I. Introduction 
A. The purpose of these purchasing policies and procedures is to establish a legal and orderly method 

of buying goods and services for the City of Gulf Shores, Alabama (“City”). These policies and 
procedures shall apply to all City of Gulf Shores employees, officers, officials, and agents when 
buying any goods or services for the City. 

B. By using these guidelines, the City hopes to achieve impartiality, integrity, and cost savings in the 
buying of goods and services. Another objective is to ensure that needed materials will be in 
sufficient supply so as to avoid any interruption in the delivery of services to the public. 

C. All purchasing records of the City will be open to inspection by any person, at all reasonable times 
and under reasonable regulations, except where prohibited or restricted by law. 

D. No officer or employee of the City shall be financially interested, either directly or indirectly, in any 
contract or purchase of any goods, materials, equipment, or contracted services furnished to or 
used by any Department, Board, or Agency of the City Government. There are certain statutory 
exceptions to this State regulation pertaining only to a Class 7 Municipality (Population of 6,000-
11,999) such as Gulf Shores (Code of Alabama, Section 11-43-12). 

E. No officer or employee of the City may accept or receive, directly or indirectly, money, 
entertainment, gift or any promise, obligation, or contract for future reward or compensation from 
any person, firm, or corporation to which any contract or purchase order may be awarded. 

F. The City Purchasing Authority shall be the Finance and Administration Director or, in her absence, 
the City Administrator. The City Purchasing Authority may authorize the purchase of items less than 
$5,000 which have been approved in the budget by City Council. City Administrator approval is 
required for purchases greater than $5,000 up to the limits set by the Alabama Competitive Bid Law 
(See Section IX, “Procedures for Sealed Bids”). 

II. General Guidelines 
A. Only those employees listed in the Purchasing Authorization List (PAL) shall make purchases of 

goods and services to be used by the City (See Appendix A). Employees of the City of Gulf Shores in 
good standing are eligible to be appointed to this list. Supervisors shall furnish to the Purchasing 
Officer a list of the qualified employees that they wish to serve as “Purchasing Agents” for their 
Departments or Divisions. The PAL will be prepared by the Purchasing Officer and sent to all 
Supervisors on a biannual basis. Those employees listed will be the only ones who will be able to 
incur an obligation against the City of Gulf Shores. Employees who are not on the PAL, if instructed 
by an authorized employee who is on the PAL may pick up items approved for purchase. In these 
situations, the sales ticket or invoice must be signed by a person listed on the PAL, with name 
and/or employee number printed legibly, before the ticket or invoice is submitted to the Accounting 
Division. 

B. The City Stockroom or Stock List shall always be consulted first to verify if a needed item is in stock.  

A Stock/Inventory List is available on the shared server in the purchasing folder. If there is a 
demonstrated need for any item, it will be stocked. It is the responsibility of each Department Head 
to ensure that all employees utilize the City’s Stockroom. 

C. The use of Procurement Credit Cards is outlined in Resolution 5638-16 (See Appendix B) and the 
Procurement Card Policy and Procedures Manual. 
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D. No accounts may be opened on behalf of the City without following the procedures outlined in 
Section V, Procedure for Adding New Vendors. The assistance of the Purchasing Officer should be 
utilized. 

E. In all purchasing situations, except those governed by the State Bid Law, price comparisons are to be 
obtained from two to three vendors to ensure the City receives quality merchandise at the lowest 
possible price. Purchases that are exceptions, as allowed by the State Bid Law, will not require price 
comparisons as described in this section. 

The following buying limits for goods and services shall be used to determine how price comparisons 
are to be made:  

Amounts Request Method of Pricing 

   

All Goods and Services:   

$0 – $499.99 Verbal Two verbal quotes recommended.  

$500 – $14,999.99 Written Three (3) written quotations required. List vendor quotes 
on Electronic Purchase Order, attach to invoice, and 
turned into Accounting as a packet. 

$15,000 and above  Formal sealed bids (Code of Alabama, Section 41-16-20) 

   

Vehicle & Equipment Exemption: 

$0 – $5,000 No quote Vehicle & Equipment Repair Exemption –  

$500 and above will need Electronic Purchase Order. 

   

Public Works Contracts:   

$500 – $49,999.99 Written Three (3) written quotations on vendor letterhead 
required. List vendor quotes on Electronic Purchase Order, 
attach to invoice, and turned into Accounting as a packet. 

$50,000 and above Written Formal sealed bids (Code of Alabama, Section 39-2-2) 

 

Under no condition or circumstance will a purchase be split or invoiced separately in order to make 
a purchase qualify for a lower expenditure category. 

All specifications and vendors’ prices shall include freight charges F.O.B. (Freight On Board) Delivery 
to Gulf Shores. All vendors should be advised at the time prices are obtained that freight charges 
quoted will be the maximum paid by the City, and under no circumstances will additional freight 
charges be paid. 

F. All tickets and/or invoices must be filled out completely and turned in to the Accounting Division as 
soon as possible, preferably not greater than 72 hours. Departments with excessive turnaround 
times will be referred to the City Administrator. The entire account number being charged shall be 
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plainly marked on the ticket, invoice, or purchase order. Buyer must be sure to sign and print name 
or employee number on the ticket and/or invoice. 

G. If a purchase is made and is specific to a project passed by resolution, the project name must be 
identified on invoice. When purchases made are to be reimbursed by a grant, the name of the grant 
and the amount to be charged must be plainly marked on the ticket, invoice, or purchase order. 

H. When purchases made are deemed to be reimbursable by FEMA, AEMA, or another agency because 
they are directly related to a hurricane or other disaster, the name of the disaster, physical location 
of where the purchase was used, a description of how the purchase was used, and the dollar 
amount shall be plainly marked on the ticket, invoice, or purchase order. This includes preliminary 
disaster purchases for protective measures as well as all expenditures incurred during and after the 
disaster, such as cleanup and damage repairs. 

I. The incorporated municipalities of the State of Alabama are specifically exempted from the payment 
of Alabama Sales Tax on purchases of tangible personal property. Since a specific exemption is 
provided by law, a certificate of exemption is not needed (Code of Alabama, 1975, Section 40-23-
4(11), as amended).  The City also maintains a Certificate of Exemption for Florida Sales Tax.  A copy 
of the Certificate may be requested from the Purchasing Officer.    

III. Emergency Purchases 
A. Emergency purchase of goods or services may be authorized by the Department Head or, in his/her 

absence, the Purchasing Authority when delivery is critical to the life, health, or comfort of the City 
and when normal purchasing procedures cannot be followed. 

B. For items within his/her purchasing range, the Supervisor must secure verbal approval from his/her 
Department Head before such emergency purchase and shall submit a written report to the 
Purchasing Authority via his/her Department Head within 24 hours after such emergency purchase. 
The report must set forth the nature of the emergency and a summary of the purchasing procedure 
used. 

C. The City Council has the authority to let contracts under the State Bid Law (purchases or contracts 
$15,000 and above) without advertisement in emergency situations when public health, safety, or 
convenience is at risk through delay. Sealed bid laws must still apply to purchase. Such emergency 
must be declared in writing by the Department Head in advance; and the City Council shall ratify the 
contract award based upon the justification provided by the Department Head. 

IV. Special Requests and Conditions 
A. No purchases shall be made unless the purchases are for budgeted items with available funds in the 

current year budget, or have been specifically approved by the Mayor or the City Administrator. 

B. Competitive pricing is not required if goods are available only through a single vendor, have uniform 
prices wherever bought, or are exceptions as defined in the State Bid Law. Sole source purchases 
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shall be approved by the Purchasing Authority prior to purchase. Sole source purchases are 
extremely rare. 

C. For the purchase or lease of personal property only, a Baldwin County resident person, firm, or 
corporation whose bid is no more than five percent (5%) greater than the lowest bid, may be the 
successful bidder and the contract may be awarded to such Baldwin County resident vendor 
responsible bidder. A Baldwin County resident vendor is defined as one who has a place of business 
within Baldwin County. It is the policy of the City of Gulf Shores to purchase from a Gulf Shores 
resident vendor whenever possible. 

D. Vendors offering equal value at equal cost will be rotated on an equitable basis. Equal cost is to be 
determined by evaluation of such factors as price, delivery, service, operations, features, salvage, 
and life cycle costing, if applicable. 

E. All contract change orders, regardless of amount, shall be approved through resolution by the City 
Council. 

V. Procedure for Adding New Vendors 
A. A new vendor may be added if either of the following criteria are met: 

1. The amount of the purchase is greater than $100 or the purchase cannot be made with a 
procurement card. 

2. Repeat purchases are anticipated. 

B. If the vendor is located outside the City, the item being purchased or service being rendered should 
not be available within the City from a preferred local vendor. 

3. A Vendor Application Form shall be completed and submitted to the Purchasing Division to ensure a 
local vendor cannot be utilized or purchase cannot be made by procurement card. The entire scope 
of the purchase will be reviewed to determine if an account should be opened. Decisions will be 
made on a case-by-case basis. It is the City’s policy to discourage low volume, infrequent vendor 
accounts. 

VI. General Purchasing Procedures 
A. For purchases of  $0 – 499.99 

1. Purchase can be made by any employee on the PAL. A City I.D. must be presented by the City 
employee to the vendor when purchasing at a store where the City has an open trade account. 

2. The ticket or invoice for a purchase must be submitted to the Accounting Division as soon as 
possible but in no case greater than 72 hours. The account number and signature of the 
purchaser must be plainly and legibly marked on the ticket or invoice. If the signature is 
unreadable, please print name under it. 
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3. Up to $200, items can be purchased from Petty Cash, as outlined in the Petty Cash Policy. Buying 
limit requirements shall be adhered to. 

B. For purchases of  $500 – $14,999.99 

         $500 – $49,999.99 for Public Works Contracts 

1. An Electronic Purchase Requisition (See Section VIII) must be submitted by the employee 
making a purchase through the Division Supervisor to the Purchasing Division. A summary of 
quotations received, to include vendor name and pricing, must be written on the Electronic 
Purchase Requisition. 

2. The Purchasing Division will verify established procedures are being followed. After approval by 
the Purchasing Division, the Requisition will be routed to the Purchasing Authority for 
processing.  

3. In cases where the established procedures are not being followed or the item is not budgeted, 
the Requisition will be routed to the City Administrator for approval and signature. 

4. Once approved, the Requisition will be released by the Accounting Division and become a 
Purchase Order. 

5. Information reflected by the Requisition/Purchase Order is then entered into the computer 
system to encumber the account. Any pertinent notes should be entered and monitored in the 
notes section of the Requisition. 

6. The printed Purchase Order accompanied by the written quotes summarized in the Electronic 
Purchase Requisition must be attached to the Invoice when submitting for payment. 

C. For purchases of  $15,000 and above 

          $50,000 and above for Public Works contracts 

1. The Competitive Bid Law is codified through Titles 39 and 41, Code of Alabama, 1975.  

a. The Bid Laws have been interpreted by the Courts and by the State Attorney General’s 
Office to mean that like items purchased by the entire City, totaling $15,000 and above, 
must undergo the sealed bid process. ($50,000 for Public Works Contracts) 

b. Bidders may be required to furnish a bid bond on any contract totaling $15,000 and 
above ($50,000 for Public Works Contracts) provided that bonding is available for such 
services, equipment, or materials. (Code of Alabama, Section 41-16-50(c)) 

c. Bond in a responsible sum for faithful performance of the contract with adequate surety 
may be required in an amount specified in the advertisement for bids. (Code of 
Alabama, Section 41-16-58) 

d. For your convenience, the following exceptions allowed by the Competitive Bid Law are 
listed here: 

- Purchases of utility services where no competition exists or rates are fixed by law. 
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- Purchases of insurance. 

- Purchases of election supplies. However, the purchase or lease of voting machines is 
not exempt from the bid law. 

- Contracts for services of attorneys, physicians, architects, teachers, superintendents 
of construction, artists, appraisers, engineers, consultants, certified public 
accountants or other individuals possessing a high degree of professional skill where 
the personality of the individual plays a decisive part. (“Professional Services”) 

- Contracts of employment in the regular civil service. 

- Purchases of products made or manufactured by the blind or visually handicapped 
under the direction or supervision of the Alabama Institute for the Deaf and Blind. 

- Purchases of maps or photographs from a federal agency. 

- Purchases of manuscripts, maps, books, pamphlets and periodicals. 

- The selection of paying agents and trustees for any security issued by a public body. 

- Professional service contracts for the codification and publication of the laws and 
ordinances of a county or municipality. 

- Contractual services and purchases of commodities for which there is only one 
vendor or supplier. 

- Contractual services or purchases of personal property, which by their very nature 
are impossible to award by competitive bidding. 

- Purchases of products where the price of such products is already regulated and 
established by state law. 

- Contracts for furnishing of fiscal or financial advice or services. 

- Contracts relating to industrial development. 

- The purchase of equipment, supplies or materials needed, used and consumed in 
the normal and routine operation of any waterworks system, sanitary sewer system, 
gas system, or electric system, or any two or more thereof, that are owned by 
municipalities, counties or public corporations, boards or authorities that are 
agencies, departments or instrumentalities of municipalities or counties and no part 
of the operating expenses of which system or systems have, during the current fiscal 
year, been paid from revenues derived from taxes or from appropriations of the 
state, a county, or a municipality. 

- Repair of construction equipment and all vehicles for which parts or service is of a 
specialized nature. 

The State and Baldwin County Bid Lists are to be used whenever possible. 
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Note: The State bid and County bid should state, in writing, that the contract was let for 
the benefit of municipalities as well as the state or county. Purchase of items on State 
Bid List should reflect commodity number and State contract number. If the vendor 
cannot provide these numbers, it is not on the State Bid List. The City cannot purchase 
from Federal General Services Administration’s (GSA) contracts but may use GSA prices 
for comparison. It is recommended that other prices be obtained when using the State 
Bid List; State bid prices are not always the lowest. 

Exception to Federal GSA: Police and Fire Departments can purchase items to be used 
for Homeland Security, and Schedule 70 contracts can be utilized for computers.   

2. Purchases shall not be split in order to avoid the requirements of the bid laws. 

3. Invitations to bid for items other than Public Works Contracts shall be prepared by the 
Purchasing Officer. The Public Works Director shall be responsible for preparing invitations to 
bid for Public Works Contracts with the Purchasing Officer’s assistance and knowledge. 
Scheduled bid openings will normally be held on Tuesdays at 10:00 AM. Bid openings will 
normally be held in the Council Chambers of City Hall unless an alternate place is designated and 
posted on the public bulletin board prior to the opening. The Purchasing Officer may set special 
bid openings and change the location as he/she deems necessary. 

4. All bids will be opened in a public meeting. A bid tabulation sheet will be prepared as bids are 
opened showing the items responded to appropriate bid amounts received. 

5. The Purchasing Authority or his/her designee is required to attend each bid opening. 
Department heads, other staff members, vendors, and the general public are invited and 
welcome to attend bid openings. 

6. All bids will be time date stamped regardless of the time received. Any bid received after the 
appointed time of opening will be placed in the bid file, unopened, and retained by the City. 

7. All bids, together with all documents pertaining to the bid or award of a contract, shall be 
retained and made part of a file or record for a period of seven (7) years, or as required by the 
Alabama State Records Retention Law. 

8. At the bid openings, the City’s representatives may question any bidder as to the validity of the 
bid; however, no one representing the City shall make any commitment to a bidder as to a 
purchase prior to the awarding by Council and the issuance of a Purchase Order or Contract. 

9. City Council shall award the contract for all accepted sealed bids by resolution. Unit price, 
estimated quantity contracts may be awarded with an amount “not to exceed” identified. If the 
contract expenditure exceeds the “not to exceed” amount, a change order must be approved by 
resolution of the City Council. 

10. In the event only one (1) bid is received, the City may reject the bid and negotiate the purchase 
provided the purchase price is lower than the bid price. The City may further reject any bid if the 
price is deemed excessive or the quality of the product or service does not meet the 
specification or is otherwise deemed nonconforming. Should the City solicit bids and receive 
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none, the City may then negotiate a price with any vendor without soliciting bids a second time. 
The City reserves the right to reject any or all bids and to waive any informality. 

VII. Professional Service Contracts/Agreements 
A. Department Heads may approve and execute maintenance and professional service contracts with a 

value of less than $5,000 without prior City Council approval. 
B. The City Administrator may approve and execute professional service contracts with a value of less 

than $10,000 without prior City Council approval. 
C. City Council must approve professional service contracts with a value of $10,000 or more. 

Note: Professional service contracts must address professional errors and omission coverage. A 
Certificate of Insurance evidencing coverage must be provided to the City referencing the project name. 
Contact the Purchasing Officer to determine appropriate coverage before executing any contracts or 
agreements. 

VIII. Procedure for Electronic Requisitions/Purchase Orders 
A. Before making a purchase of $500 or more, an employee must submit an Electronic Purchase 

Requisition. A summary of quotations received, to include vendor name and pricing, must be written 
on the Electronic Purchase Requisition. 

B. Once an Electronic Purchase Requisition is submitted, it is approved as follows: 

1. Department Head – Verifies that the purchase is justified and authorizes expenditure to 
department account. Approval by a Department Head for a department other than their own is 
not allowed without approval of Department Head to which the expense is charged. 

2. Purchasing Agent – Verifies established procedures are being followed, and that the requisition 
has been filled out correctly. 

3. Treasurer – Verifies that the vendor has a current business license and is tax compliant, when 
applicable. Approval is held until vendor has obtained required licensing. 

4. Finance & Administrative Services Director – Approves purchases greater or equal to $1,000, 
verifies that sufficient funds have been budgeted/allocated to cover the cost of the purchase. 

5. City Administrator – Approves purchases greater or equal to $5,000 or when an account is over 
budget. 

C. Once approved, the Electronic Purchase Requisition must be released by the Accounting Division for 
it to become an Electronic Purchase Order.  

IX. Procedures for Sealed Bids 
(Purchases of $15,000 and above; $50,000 and above for Public Works Contracts) 
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All applicable public contracts for the City of Gulf Shores must conform to the Code of Alabama, Title 41.  

A. The Purchasing Manual should be reviewed on a regular basis to ensure compliance is maintained. 

B. At least fourteen (14) days should be allowed from the date the bid package is placed on the City 
website or mailed until the bid opening date. The Invitation to Bid must be posted on the public 
bulletin board at City Hall on the same day that the bid package is placed on the City website or 
mailed. 

C. The bid package shall clearly indicate the person to contact in cases when the vendor may have 
questions. 

D. The following sources should be utilized in developing bid specifications: 

1. NIGP (National Institute of Governmental Purchasing) 

2. State and/or Baldwin County bid specifications 

3. Other Cities’ bid specifications 

4. Internal staff 

The practice of having vendors participate in formulating the specifications should be avoided if 
possible. In cases where a vendor did participate in the preparation of the bid specifications, a pre-
bid conference or similar review should be conducted to ensure that other vendors are able to fairly 
bid. 

E. The Bids must be received by U.S. Mail, Federal Express, etc., not later than the time and date for 
bid opening specified in the bid package. Walk-in bids are acceptable, but hand carried bids must be 
turned in at the City Hall front desk by the bid deadline. All bid packages shall be date/time stamped 
by the City Hall front desk attendant at the time they are turned in and logged. The City accepts no 
responsibility for the acceptability or receipt of walk-in bids. 

F. Newspaper bid advertisements shall conform to the following: 

The first bid advertisement in the newspaper must appear at least fourteen (14) days prior to the 
bid opening date. 

Projected Bid Price Procedure 

  

$15,000 – $19,999.99 No newspaper advertising is required. However, consideration should 
be given to a small, one-time advertisement that simply states that a 
bid on a specific item is being conducted and the place where specific 
bid information may be obtained. 

$20,000 and above The bid shall be advertised once in a newspaper published locally. 

 

Items below are the newspaper advertising requirements for Public Works Contracts only. 

$50,000 – $499,999.99 The bid shall be advertised once in a newspaper published locally. 
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$500,000 and above The bid shall be advertised at least once in three (3) newspapers of 
general circulation throughout the State. 

 

G. There shall be no changes in the bid specifications starting 48 hours prior to the scheduled bid 
opening. This should be clearly indicated in the bid package. All bid inquiries should be directed only 
to the specific person(s) indicated to receive inquiries in the bid package. Answers to all inquiries 
shall be provided to all bidders via written addendum. All addenda shall be issued by either the 
Purchasing Officer or Public Works Director for promulgation to vendors. All receptionists 
responsible for directing calls should be made aware of this by the Purchasing Officer. 

H. Warranty information should always be included by the vendor as part of their sealed bid. This 
should be clearly stated in the bid package. 

I. Council approval is required to award sealed bids. 

J. Upon award, the successful bidder must become registered as a City Vendor. The successful bidder 
will be required to obtain a Gulf Shores Business License if delivery trucks or business 
representatives operate within the City. Vendors are not required to obtain a business license if 
items are shipped through common carrier. Vendors shall be responsible for Use Taxes, if due, on 
materials provided by the Vendor in accordance with Alabama Law and local City Ordinances. 
Contractors performing construction work on a project must obtain a Gulf Shores Building Permit, 
but permit fees will be waived. Contractors shall do no work until Certificates of Insurance 
acceptable to the City have been filed and approved. 

X. Public Works Contracts 
Section 39-2-1, Code of Alabama 1975, defines public works as: 

“The construction, repair, renovation, or maintenance of public buildings, structures, sewers, 
waterworks, roads, bridges, docks, underpasses, and viaducts as well as any other improvements to be 
constructed, repaired, renovated, or maintained on public property and paid, in whole or in part, with 
public funds or with financing to be retired with public funds in the form of lease payments or 
otherwise.” 

All public works projects involving a public expenditure of $50,000 or more must be competitively bid. 
Public works projects less than $50,000 are exempt from the regular bid law. The Purchasing Officer 
should be consulted to determine if a project truly qualifies as a public works contract. 

All Public Works Contracts for the City of Gulf Shores must conform to the Code of Alabama, Title 39.  

A. Licenses Required. 

1. Any contractor performing any construction work for the City must possess all licenses and 
permits required by the City of Gulf Shores. Any general contractor desiring to bid on any 
contract to construct any building, highway, sewer, grading, or any improvement or structure 
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costing $50,000 or more must possess a valid current general contractor’s license issued by the 
State of Alabama. All bidders must include a current State of Alabama Contractor’s License 
Number on the bid. No contract in the amount of $50,000 or more shall be awarded to any 
contractor who is not a currently licensed Alabama General Contractor. 

2. In addition to necessary state and local business and contractor’s licenses, an out-of-state 
corporate contractor shall be registered to do business in Alabama by the Secretary of State. 
Proof of such qualification shall be provided to the Purchasing Authority at the time of business 
license fee payment. A card reflecting the State Certification Number shall be sufficient proof. 

B. Plans and Specifications Required. 

On any construction project costing $50,000 or more, all engineering plans, specifications, and estimates 
shall be prepared by, and the construction executed under the direct supervision of, a professional 
engineer or registered architect. 

C. Advertisement. 

1. Any construction project costing $50,000 or more shall be advertised at least once in a 
newspaper published locally. Any Public Works Contract costing $500,000 or more shall be 
advertised at least once in three (3) newspapers of general circulation throughout the State. 

2. The advertisement shall be posted on a bulletin board maintained in Gulf Shores City Hall. 

3.  Invitations to bid may be mailed or faxed to all Alabama contractors on the City of Gulf Shores 
bid list for projects of the type being bid or placed on the City’s website. 

D. Bid Guaranties. 

All bidders shall furnish a bid bond on any contract in excess of $50,000 provided that bonding is 
available for the services, equipment, or materials. In cases where bonding is not available, a 
certified check payable to the City of Gulf Shores will be required. The amount of the bond or 
certified check shall be for an amount not less than five percent (5%) for all Alabama contractors on 
the City of Gulf Shores bid list for projects of the type being bid of the estimated cost or of the 
contractor’s bid but not more than $10,000 unless special circumstances require a greater amount. 

E. Performance Bond and Labor and Material Payment Bond. 

Any person, firm, or corporation entering into a contract with the City for the repair or construction 
of any public building, public work, highway, or bridge shall provide a performance bond equal to 
one hundred percent (100%) of the contract price and, in addition thereto, another bond with good 
and sufficient surety, payable to the City of Gulf Shores, in an amount required by the City of not 
less than fifty percent (50%) of the contract price, with the obligation that such contractor shall 
promptly make payments to all persons supplying him with labor, materials, or supplies and for the 
payment of reasonable attorneys’ fees incurred by successful claimants or plaintiffs in civil actions 
on said bond (Code of Alabama, Section 39-1-1(a)). The specifications may permit the alternative of 
an irrevocable letter of credit to be presented in place of a bond. Bonds are not required on 
contracts of less than $50,000 by the Code of Alabama, Section 39-1-1, but a bonding requirement 
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imposed by the City under Code of Alabama, Section 41-16-58 for contracts under $50,000 would 
not be precluded. 

F. Insurance Requirements for Contractors. 

Any person, firm, or corporation entering into a contract with the City for the repair, maintenance, 
or construction of any public building, public work, highways, or bridges shall have Workers’ 
Compensation and Comprehensive General Liability Insurance in an amount deemed appropriate by 
the City but never less than $1,000,000 Combined Single Limit. The Certificate of Insurance shall 
name the City of Gulf Shores as additional insured. 

G. Preference to Resident Contractors. 

1. A preference shall be given to Alabama contractors bidding on construction projects being 
funded by State, County, or City funds to the same extent preference is given to nonresident 
contractors in their home state. 

2. Nonresident bidders must accompany any written bid documents with a written opinion of an 
attorney at law licensed to practice law in such nonresident bidders’ state of domicile, as to the 
preferences, if any or none, granted by the law of that state to its own business entities whose 
principal places of business are in that state in the letting of any or all public contracts. 

3. A summary of this law shall be a part of the advertised specifications of all projects affected by 
this law. 

H. If a construction contract is funded in part by grant moneys, the applicable Federal or State 
administrative requirements shall control in any situation where the Municipal guidelines differ. 

I. All contract change orders in excess of $5,000 shall be preapproved by resolution of the City Council. 
Change orders less than $5,000 shall be ratified by Council. 

J. No specification for the use of sole source materials, products, systems, or services may be made 
unless there is compliance with Code of Alabama, Section 39-2-2(f). 

K. Code of Alabama, Sections 39-3-1 and 39-3-4, require the use of domestic materials, supplies, other 
products, and steel if these are available at reasonable and competitive prices and are not contrary 
to any sole source specifications implemented under Section 39-2-2(f). In the event the contractor 
breaches the agreement to use domestic products and domestic products are not used, there shall 
be a downward adjustment in the contract price equal to any realized savings or benefits to the 
contractor. 

XI. Maintenance, Rental, Lease, and Lease Purchase Contracts 
A. All contracts for leases, lease purchases, rental agreements or maintenance agreements must be 

submitted to the City Clerk, who will determine whether the document should be reviewed and 
approved by the City Attorney. Only the Mayor has the authority to sign contracts on behalf of the 
City. Insurance requirements must be reviewed by the City’s Insurance Agent, and their concerns 
addressed. 
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B. All leases, lease purchases, rental agreements or maintenance agreements are subject to bid laws if 
the amount equals or exceeds $15,000. (See Section VI-C) 

C. A lease purchase plan is an option available to the City to be used when deemed to be in the best 
interest of the City. A lease purchase agreement may not exceed a period of five (5) years. 

D. Contracts for purchases of personal property shall not be awarded for terms greater than three (3) 
years and contracts for contractual services shall not be awarded for terms greater than five (5) 
years. 

E. Lease purchase contracts for capital improvements and repairs to real property shall be let for 
periods not greater than ten (10) years. 

XII. Vehicle and Equipment Purchases 
The following procedures should be used when making approved purchases of vehicles and/or 
equipment: 

1. Present desired specifications to Fleet Manager for review. Be sure to include request for parts 
manual. 

2. Discuss with Purchasing Officer to determine whether the item should be purchased from the 
State Contract List, other approved contract, or if it should be competitively bid. 

3. Buyer must inform Fleet Manager and Purchasing Officer of which existing units are being 
replaced, or present proof of fleet increase approval. 

4. Follow applicable purchasing procedures for competitive bid and/or requisition. 
5. Place order after Purchase Order is fully approved.  
6. Vehicle and equipment titles must be made out to the Public Works Shop address, as follows: 

City of Gulf Shores 
160 West 36th Avenue 
Gulf Shores, AL 36542 

7. Received vehicles and equipment must be delivered directly to the Public Works Shop for an 
initial inspection prior to use. 

8. Original title and copy of invoice and any additional documentation should be submitted upon 
item delivery to the Purchasing Officer or the Public Works Administrative Assistant located at 
the Public Works Shop. Purchasing Officer will add new items to insurance and apply for license 
plates when required. The Purchasing Tech will issue the fuel card. The Public Works 
Administrative Assistant issues the four-digit City ID number and enters the item into Cititech 
software for maintenance tracking.  

9. Original invoice should be approved and submitted to Accounting for payment. 
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XIII. Workers’ Compensation Insurance Requirements for Vendors 
All vendors performing work or services on City property are required to provide proof of workers’ 
compensation insurance prior to beginning work on City property.   

The State of Alabama requires businesses with more than four employees to have workers’ 
compensation insurance coverage, but the City is required to pay for workers’ compensation insurance 
coverage for all vendors who work on City property, even if they have four or less employees, if their 
proof of insurance is not on file. In an effort to reduce costs, the City requires all vendors, regardless of 
their number of employees, to provide proof of workers’ compensation insurance prior to beginning 
work on City property. Exceptions to this requirement will be entertainment performers, or other 
contracted vendors where the cost of assuming workers’ compensation coverage is approved by the City 
Administrator. 

XIV. Business License Requirements for Vendors 
All vendors with a physical presence in the City of Gulf Shores are required to have a Gulf Shores 
Business License. This includes physically performing work within the City and delivery of goods by 
personnel and vendor-owned vehicles into City limits. Vendors using common carrier delivery methods 
such as FedEx and UPS are not required to obtain a business license. 

XV. Partial Shipment Payment 
When a partial shipment is received and there will be delay in completing the order, the Department 
Head may authorize payment for those goods received. The person receiving the items should sign the 
receiving ticket certifying that the items have been received, and the Department Head shall then 
authorize payment against a valid invoice. 

XVI. Prepayment Purchases 
On purchases of goods or services requiring prepayments, a procurement card shall be used in all cases 
where vendors will accept this card. A Purchase Order must be used in those cases where the vendor 
will not accept a procurement card. Purchase Orders in the amount of $500 or more shall be sent to the 
Purchasing Authority for approval. Purchase Orders for less than $500 may be sent directly to Accounts 
Payable. In this case, the Purchase Order shall state the amount of prepayment. 

XVII. Reverse Auction Procedures 
(Revised Code of Alabama Sections 41-16-50, 41-16-54, 41-16-55, 41-16-57) 

A. Authorization for Reverse Auction. Utilize reverse auction when making purchases of supplies or 
services. The reverse auction process encompasses two phases: 1) issuance of the pre-qualification 
documents that include specifications, terms and conditions, and 2) the online auction event. The 
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auction event shall be conducted through the internet using a third party agent hired by the 
Purchasing Officer to conduct the online event. 

B. Determination for Reverse Auction. The Purchasing Officer has reviewed the purchase request has 
determined that the supplies or services are not available from state resources, and has also 
determined that use of the Competitive Sealed Bid and Competitive Sealed Proposals may not result 
in the most advantageous pricing for the City. In lieu of a bid or proposal, the Purchasing Officer 
determines that a reverse auction would be in the best interest of the City to complete the 
purchase. Factors to consider include, but are not limited, to the following: 

1. Value of the procurement 

2. Number of items to be purchased 

3. Specifications readily definable 

4. How often the item will be purchased 

5. Use by other agencies 

6. Availability of competition 

7. There are single/multiple delivery points 

The Purchasing Officer will then contact a third party to discuss the potential of doing a reverse 
auction for the respective purchase. 

Upon completion of the reverse auction, the Purchasing Officer will complete the Reverse Auction 
Scoring Worksheet for each proposed purchase and include a copy with the recommendation to the 
Mayor and Council. 

XVIII. Petty Cash and Cash Box Policy 
A. A petty cash fund may be used to purchase small items of immediate need or to reimburse 

employees for eligible outlay of cash. The following funds are presently authorized by Council 
Resolution for the respective divisions of the City: 

Fund Amount Custodian 

General Government $ 1,000 Revenue Financial Tech I 

Municipal Court $ 500 Municipal Court Magistrate 

Police $ 750 Administrative Supervisor 

Fire/EMS $ 300 Fire Chief 

Community Development $ 200 Administrative Assistant II 

Building Department $ 250 Administrative Assistant II 

Special Events & Programs $ 500 Program/Events Supervisor 

Library $ 500 Library Assistant Senior 
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Recreation & Cultural Affairs Department $ 900 Recreation Manager 

Recreation Concessions $ 3,500 Parks & Facilities Manager 

Tennis Center $ 200 Athletic Coordinator 

Cultural Center $ 300 Program/Events Supervisor 

City Store $ 1,300 Retail Operations Coordinator 

TOTAL $10,200  

When a Petty Cash and Cash Box Fund is established and the cash presented to the Custodian, the 
designated Custodian shall sign a form provided by the Accountant. This form shall serve as a receipt 
and also an acceptance of total responsibility for the cash so transferred. Any discrepancy in the 
fund will be the sole responsibility of the designated Custodian notwithstanding an assignment of 
the Cash Box to the Custodian’s agent. 

No petty cash expenditure shall exceed $200 for any one incident, except in the case of an 
emergency, in which case the Department Head shall give prior approval, in writing, with an 
explanation to the City Administrator through the Purchasing Authority. 

B. Regulations governing operations of such funds shall be outlined in departmental operating 
procedures; however, a locked depository shall be used as a safeguard measure. An identical petty 
cash form is used to document purchases or reimbursements made by the various funds. 

C. Replenishing of petty cash funds follows standard accounts payable procedures in that the 
Department Head, or his/her designated agent, must approve all expenses. When replenishing of 
petty cash funds is necessary, the following procedures will be used: 

1. The Petty Cash Custodian (Revenue Financial Tech I) will complete Section 1 of the Request for 
Reimbursement of Petty Cash Fund and attach it to the front of the supporting documentation. 
The package is then forwarded to the Accounting Division for processing. 

2. Upon receipt of the package, the Accounting Division will run a tape of the paid tickets. If the 
total agrees with the amount requested in Section 1 of the form, the Accounting Division will 
endorse Section 2 of the original. The original will remain with the package. 

3. If the tape does not agree with the requested amount, the package will be returned to the 
Custodian for correction. When corrected, Steps 2 and 3 above will be repeated. 

4. The Accounting Division verifies that the tickets are coded to the proper account numbers so 
expenditures will be recorded as budgeted. 

5. A check is then issued for the amount of the request.  

6. The Accounting Division will notify the Custodian that the reimbursement check is ready. 

7. The Accounting Division will file the completed original form with the copy of the check and all 
supporting documentation. 

8. The Accounting Division will provide each custodian with one (1) original request form from 
which duplicates can be made.  
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9. Petty cash files are maintained by department in the Accounting Division. 

D. Daily check-and-balance is maintained on petty cash boxes by having another person, other than the 
Custodian, count money, and verify documentation. 

E. Petty cash disbursements will be made for small purchases when it is not feasible to write a 
purchase order or when purchasing from sources with which the City does not have an account. 
Only purchases of $200 or less will be made from petty cash. 

F. When petty cash expenditures are necessary, the following procedures will be used: 

1. An invoice will be secured for each purchase showing exact items purchased. If only a cash 
register tape is available, items purchased should be described on the Petty Cash Voucher. 

2. A Petty Cash Voucher will be prepared by the Petty Cash Custodian. 

3. The invoice will be attached to the Petty Cash Voucher and presented to the Petty Cash 
Custodian for reimbursement. 

4. The Petty Cash Voucher and invoice will be retained in the Accounting Division as a part of their 
permanent records. 

G. When a Petty Cash Custodian terminates employment with the City, an eligible employee in the 
same Division and Department shall be appointed by the City Administrator. 

XIX. Recurring Contractual Charges 
Payment of recurring monthly charges and reimbursement is an accounting procedure and not a 
purchasing procedure; therefore, no purchase order will be needed for these payments. Procedures for 
payment will be implemented by the Accounting Division. Examples of these payments are automobile 
allowance, utility bills, debt services, and appropriations. 

XX. Stockroom/Inventory 
A. The Purchasing Technician will operate an efficient, centralized stockroom. This will be achieved 

by scheduling purchasing requirements in advance, developing specifications tailored to 
departmental needs, inspecting delivered goods to ensure they meet specifications, maintaining 
an effective working relationship with other departments and vendors, and using buying 
techniques that discourage favoritism and encourage greater competition among prospective 
vendors. 

B. Purchase requisitions provided by the Purchasing Technician shall be used to withdraw stock 
from the stockroom. Items costing less than $500 which are not maintained as stock will be 
requested by Purchase Requisition signed by the Department Head. The correct procedure for 
the expenditure will then be followed as outlined in Section VI – General Purchasing Procedures. 

C. The following stockroom procedures shall apply: 
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1. A list of stock inventory will be issued to City Staff quarterly by email by the Purchasing 
Technician showing the items available for selection. The requesting department will 
complete the requisition in the same manner as for non-stock items, making the selections 
from the stockroom. 

2. The Purchasing Technician will review the requisition to ensure that it has been properly 
prepared and approved by the proper authority, and then issue the items requested. 

3. The Purchasing Technician will issue a biweekly report to Department Heads for review.  
Expense coding will be corrected as needed. 

4. The requisitions will be retained in the stockroom until the end of the quarter when they 
will be totaled and forwarded to the Accounting Division to be charged to the various 
departments. 

D. The Purchasing Technician will conduct periodic, selective inventory counts of the stockroom. A 
full inventory count shall be made at least once annually by a staff person other than the 
Purchasing Technician. 

XXI. Grant Administration 
When making purchases with funding from multiple agencies, the strictest purchasing policy shall 
prevail. Most grants are heavily regulated by specific policies and operational procedures. It is important 
to know which purchasing rules and policies to follow and how to clarify and resolve any conflicts within 
those rules and policies. If there are areas of deficiency in the City policies, then the Federal and/or State 
policies and procedures must take precedence. All procurement of labor, services, or materials made 
with grant funds shall conform to Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards (2 CFR 200), State Bid Law (Code of Alabama, Title 41), and Public 
Works Law (Code of Alabama, Title 39).   

XXII. Promulgated Rules 
The Purchasing Authority may, with approval of the Mayor or City Administrator, promulgate any 
procedure(s) necessary for the implementation of this policy. 
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Appendix A: Purchasing Authorization List (PAL) and Instructions 

PURCHASING AUTHORIZATION LIST 
Updated February 29, 2016 

   DEPARTMENT PURCHASING AGENT 
 Executive City Administrator Environmental/Grants Coordinator 

  City Clerk Economic Development Coordinator 
 Administrative Assistant(s)  

Human Resources Human Resource Officer Records Clerk 
 Payroll/Benefits Specialist  

Finance & Admin Services Finance & Administrative Services Director 
  Revenue Supervisor IT Officer 
  Accounting Supervisor GIS Specialist 
  Purchasing Officer Network Administrator 
  Purchasing Tech Systems Administrator 

Recreation & Cultural Affairs Recreation & Cultural Affairs Director Assistant Director 
→Special Events Programs & Events Manager 
  Programs & Events Supervisor Programs & Events Technician 
  Retail Operations Coordinator Rental Specialist 
 Marketing & Communications Coordinator 
→Recreation Center Recreation Center Manager   
  Administrative Assistant Aquatic Coordinator 
  Athletic Coordinator Facility Maintenance Worker, Sr. 
  Tennis Coordinator Facility Maintenance Worker 
→Parks and Facilities Parks & Facilities Manager 
  Landscape Crew Leader Recreation Assistant 
  Landscape Grounds Worker, Sr. Landscape Grounds Worker 
→Beach Beach Safety Supervisor 
→Library & Museum Managing Librarian  Museum Administrator 
  Library Assistant, Sr.   

Municipal Court Court Clerk  Magistrate(s) 

Planning & Zoning Planning & Zoning Director  Code Enforcer 
  Administrative Assistant  Planner 

Building Building Official   
  Building Inspector(s)  Permit Clerk 

Public Works Public Works Director   
→General Services Assistant Director Public Works Inspector 
  Administrative Assistant(s) Public Works Courier 
→Maintenance Division Maintenance Supervisor   
  Vehicle Equipment Mechanic, Sr. Vehicle Equipment Mechanic 



PURCHASING MANUAL 
City of Gulf Shores, Alabama 

 iii 

  Facility Maintenance Tech, Sr. Facility Maintenance Tech 
→Landscape Division Landscape Supervisor  Landscape Crew Leader 
  Landscape Grounds Worker, Sr. Landscape Grounds Worker 
→Streets/Roads Division Streets Supervisor   
  Streets Crew Leader Equipment Operator III 
→Custodial Division Custodial Supervisor   
  Facility Maintenance Worker, Sr.   

Police Department Police Chief   
  Police Deputy Chief Lieutenants on each shift 
  Administrative Assistant Sergeants on each shift 
  Animal Control Officer Corporals on each shift 

Fire Department Fire Chief Fire Deputy Chief 
  Receptionist Training Lieutenant 
  Logistics Officer Fire Marshal 
  Battalion Chiefs Lieutenants 

 

Instructions to Department Head: 

It is compulsory that every Purchasing Agent have a good working knowledge of the 
purchasing regulations. Upon separation from employment, a Purchasing Agent should be 
replaced by the Department Head by his/her sending the replacement name to the 
Purchasing Authority. Infractions of the purchasing regulations by a Purchasing Agent will 
be reviewed by the Purchasing Authority and the City Administrator and may result in 
reprimand or disciplinary action. 
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Appendix B: Resolution No. 5636-16 

 



PURCHASING MANUAL 
City of Gulf Shores, Alabama 

 v 

 



PURCHASING MANUAL 
City of Gulf Shores, Alabama 

 vi 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
PROCUREMENT CARDS:  

POLICIES & PROCEDURES MANUAL 
Revised March 15, 2016 

Renee Eberly, Purchasing Officer 

 



PROCUREMENT CARD MANUAL 
City of Gulf Shores, Alabama 

 
 2 

 

 

Table of Contents 
 
I. Introduction .......................................................................................................................................... 3 

II. Purpose ................................................................................................................................................. 3 

III. How It Works ........................................................................................................................................ 3 

IV. Roles and Responsibilities..................................................................................................................... 4 

V. General Information ............................................................................................................................. 6 

VI. Lost or Stolen Procurement Cards ........................................................................................................ 7 

VII. Termination or Transfer of Cardholder ................................................................................................ 7 

VIII. Limitations on Use of Procurement Card ............................................................................................. 7 

IX. Dollar Limitations .................................................................................................................................. 8 

X. Prohibited Uses of Procurement Cards ................................................................................................ 8 

XI. Violations .............................................................................................................................................. 9 

XII. Procedures for Making and Paying for Purchases ................................................................................ 9 

 

  



PROCUREMENT CARD MANUAL 
City of Gulf Shores, Alabama 

 
 3 

I. Introduction 
The City of Gulf Shores Procurement Card Program is designed to improve budget control and efficiency 
in processing dollar purchases from any vendor that accepts the MasterCard credit card and allows City 
employees to attend classes and conferences out of town. 

This program will allow the cardholder to purchase approved commodities and services directly from 
vendors. Each procurement card is issued to a named individual with the City of Gulf Shores clearly 
shown on the card as the Government buyer of goods and/or services. The card will also contain the 
City’s logo, employee name, and card account number. 

The Purchasing Officer will monitor the purchases, policies, and performance of the program. All 
questions or concerns should be directed to: 

• Purchasing Officer 1443 

II. Purpose 
The purpose of these policies and procedures is to accomplish the following: 

1. To provide an efficient method of purchasing and paying for goods and services not exceeding a 
predetermined amount per item purchased, per total invoice or per total, per month, per 
vendor. 

2. To reduce the use of petty cash. 

3. To ensure procurement card purchases are in accordance with City of Gulf Shores Purchasing 
Policies and Procedures. 

4. To provide policies and procedures for disciplinary action if procurement cards are misused. 

5. To ensure that the City of Gulf Shores bears no legal liability for inappropriate use of 
procurement cards. 

6. To provide budget, commodity, and vendor control over purchases. 

The policies and procedures provided herein set the minimum standard for City Departments. 
Departments may establish additional controls as deemed necessary.  

III. How It Works 
The procurement card system simplifies the purchasing process and enables qualified City employees to 
use the cards for travel, conference and class registrations. Responsibility is delegated to the ordering 
department enabling an authorized cardholder to place an order directly with the vendor for purchase 
of goods and/or services, registration for classes and/or travel.  

When a purchase authorization is requested by the supplier at the point of sale, the procurement card 
system validates the transaction against preset limits established by the City Administrator, Purchasing 
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Officer, and Department Head. All transactions are approved or declined electronically based on the 
established procurement card authorization criteria. The authorization criteria may be adjusted 
periodically as needed, and may include, but is not limited, to the following: 

• Number of transactions allowed per day 

• Number of transactions allowed per month 

• Single item purchased 

• Daily total 

• Monthly total 

• Invoice total 

• Approved vendors 

• Approved commodities 

The authorization process occurs through the electronic system that supports the procurement card 
processing services with First National Bank and Trust (hereinafter referred to as “First Bank”). 

IV. Roles and Responsibilities 
A. Department Head 

1. Request procurement cards for designated employees 

2. Set departmental spending limits within established guidelines 

3. Set transaction limits, commodities, and vendors 

4. Responsible for authorizing charges 

5. Request additional procurement cards as needed 

6. Comply with all purchasing and procurement card policies and procedures 

7. Reviews, approves, and initials receipts, statement, or department summary 

8. Sends cardholder statement and department summary to Accountant five (5) business days 
after receipt 

9. Receives statement reports and uses for tracking, forecasting, and management tool 

B. Cardholder 

1. Hold secure procurement card 

2. Ensure sales tax is not charged and discounts are given 

3. Order/receive materials and services 

4. Make sure there are no backorders 
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5. Compare charge slip with receipt and verify totals are the same 

6. Request correct charge slip and credit slip if totals do not agree 

7. All charge slips are to be turned in daily to Department Head or representative 

8. Comply with all purchasing and procurement card policies and procedures 

9. Responsible for all missing documentation 

C. Department Representative 

(Individual(s) designated by Department Head) 

1. Receives daily all receipts, charge slips, and credit slips 

2. Verify there is no sales tax or backorders 

3. Verify discounts are given 

4. Verify receipt total and charge slip total agree 

5. Return all unequal charges to cardholder for correction 

6. Write account code on each receipt 

7. Have Department Head or designated representative initial each receipt as a validated charge 

8. Reconcile monthly card statement total for agreement with receipts 

9. Resolve any discrepancies 

10. Process all cardholder statements in a timely manner – five (5) business days after receiving; 
there is no exemption to this rule 

11. Complete summary sheet 

12. Forward statement, receipts, and summary to Accountant 

13. Comply with all purchasing and procurement card policies and procedures 

14. Copies may be used for tracking, managing, and forecasting 

D. Purchasing Officer 

1. Coordinate program policy issues 

2. Initiate all procurement cards 

3. Block commodity codes for procurement card program 

4. Initiate training program for all cardholders 

5. Request issuance and cancellation for all cardholders 

6. Receive and issue all procurement cards 

7. Maintain all files and records of procurement cards 
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8. Maintain policy and cardholder guides/manuals 

9. Evaluate procurement card feedback from vendors and departments 

10. Coordinate and maintain internal controls 

11. Participate in ongoing program reviews 

12. Pursue supplier discount opportunities 

13. Establish and monitor benchmarking objectives 

14. Conduct semiannual inventory of procurement cards 

15. Cancel cards 

E. Accounts Payable 

1. Receive monthly City Total Summary from MasterCard 

2. Date Stamp, forward to Department Heads for reconciliation 

3. Pay all non-disputed monthly charges from consolidated statement 

4. Process accounting data and issue check 

5. File and store statements, receipts, etc., with monthly check 

F. External Auditor 

1. Include procurement cards in annual audit 

2. Report any discrepancies to Finance and Administrative Services Director 

3. Notify Finance and Administrative Services Director and Purchasing Officer of any changes 
required 

V. General Information 
1. Procurement cards will be issued to employees and Department Heads, who before the 

procurement program, often used petty cash and local charge cards. 

2. The procurement card will have the employee’s name, the City’s name and logo, and the 
expiration date on the card. The procurement card issuing company will not have individual 
cardholder’s information. No credit records of the cardholder are maintained; however, social 
security numbers will be needed strictly for employee identity verification purposes. 

3. All requests for new cardholders, changes to current cardholders, or changes to authorization 
must be made by the Department Head by submitting a form to the Purchasing Officer. 

4. When the Purchasing Officer receives a procurement card from the issuing company, the 
cardholder will be required to personally take receipt of the card and sign the Certification and 
Receipts Form. Human Resources will retain each original signed certification. The cardholder 
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will be given a copy of the Procurement Card Policies and Procedures Manual and an oral review 
of the program by the Purchasing Officer. 

5. At the Purchasing Officer’s or City Administrator’s discretion, a department may require that all 
procurement cards are turned in daily or weekly. 

6. The Purchasing Officer will notify the City Administrator of the issuance of all procurement 
cards. 

VI. Lost or Stolen Procurement Cards 
1. If a procurement card is lost or stolen, the cardholder, department head, or representative must 

immediately notify the Purchasing Officer. 

2. The cardholder will be responsible for reporting all information necessary to reduce the liability 
to the City for a lost or stolen card. 

3. The department is responsible for all costs associated with a lost or stolen card. 

4. Disciplinary action will be taken in the event that the Purchasing Officer is not notified. 

5. The cardholder will make payment to the City for any unauthorized charges if he/she fails to 
report the card as lost or stolen. If charges are not repaid, the City will take disciplinary action up 
to and including termination. The City will also pursue all legal avenues available for collection. 

VII. Termination or Transfer of Cardholder 
1. When an employee ends his employment or is transferred to another department, the 

department head or representative must immediately notify the Purchasing Officer, who will 
ensure that the card is canceled. 

2. Human Resources will be responsible for collecting the card from employee and returning to the 
Purchasing Officer. 

VIII. Limitations on Use of Procurement Card 
1. The procurement card may only be used by the employee whose name is embossed on the card. 

No other person is authorized to use the card without express consent of the cardholder. 

2. Departmental cards may be assigned to any employee in that department. 

3. The procurement card is to be used for City authorized purchases only. The procurement card 
cannot be used for any personal purchases. Any such use will require immediate reimbursement 
and result in disciplinary action which may include dismissal. 

4. Department heads hold the ultimate responsibility for all cards issued to their employees. 
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IX. Dollar Limitations 
The Department Head approving the assignment of a procurement card will set limits for each 
cardholder, single item, monthly, daily, vendor, and commodity as required. Limits cannot exceed 
maximum amounts set by the City Administrator, Department Head, and Purchasing Officer. Requests 
for spending limit changes may be initiated and authorized by the Department Head and approved by 
the City Administrator and Purchasing Officer. A purchase may be made of multiple items, but the 
invoice cannot exceed the cardholder’s limit. Payment for purchases shall not be split to stay within the 
spending limit. 

Other Conditions: 

1. All items purchased over-the-counter must be immediately available. No back-ordering is 
allowed. 

2. All items purchased by telephone transaction must be confirmed by fax or email. All items must 
be delivered during the current billing cycle. No back-ordering between cycle periods is allowed. 
The City will not accept charges for items not received. 

3. All items purchased by telephone/fax must be delivered by the vendor within the 30-day billing 
cycle. The order should not be placed without this assurance. 

4. For all telephone transactions, a faxed or emailed proposal from the vendor, initialed by the 
cardholder, will be given to the department representative at time or order. 

X. Prohibited Uses of Procurement Cards 
The following types of items may not be purchased with a procurement card regardless of dollar 
amount: 

1. Entertainment when traveling 

2. Cash advances 

3. Sports or recreation tickets 

4. Cruise tickets 

5. Personal items 

6. Telephone calls 

7. Any additional goods or services specifically restricted by the City Administrator, Purchasing 
Officer, or Department Head 

8. Any item which would be an unlawful expenditure in accordance with the City’s Code of 
Ordinances, adopted resolutions, adopted policies, or State Law 

9. Local meals, unless required for city business – Receipts should list attendees and purpose 
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Any possible abuse or misuse of the procurement card will be reported to the Department Head and/or 
City Administrator. 

XI. Violations 
1. Attempting to make a single item purchase that exceeds the limit. It is the responsibility of the 

ordering department to ensure all “extra” charges, such as freight handling, set up, etc., are 
considered before a transaction is made. A vendor’s willingness to honor a transaction 
exceeding the procurement card limit does not authorize the cardholder to make such a 
transaction. 

2. Attempting to make more transactions per day or month than allowed. 

3. Purchases from vendors that create conflicts of interest. (See “Conflict of Interest” definition in 
Employee Handbook under “Additional Information.”) 

4. Multiple procurement card transactions to circumvent the predetermined limits. 

5. Procurement card transactions referenced as items prohibited for purchase. 

6. Failure to produce proper documentation, receipts, to Department Representative daily. 

7. Failure to report lost or stolen procurement card to Purchasing Officer. 

8. Purchase of any item considered an unlawful expenditure in accordance with the City’s Code of 
Ordinances, adopted resolutions, adopted policies, or State Law.  

Any abuse or misuse of the procurement card will result in the privilege being suspended or revoked. 
The Purchasing Officer will refer violations and discrepancies to the City Administrator for disciplinary or 
other appropriate action.  

XII. Procedures for Making and Paying for Purchases 
A. General Information 

1. When using the procurement card, the cardholder will make the purchase at the best possible 
price. If buyer is unsure of appropriate vendor, he/she should contact an immediate supervisor. 

2. If a purchase order is required, the vendor should be listed as First Bank Card Services, Vendor 
No. 01000055. It will be annotated on the purchase order that the payment was made by 
procurement card, employee name, and last four (4) digits of card number. The name of vendor 
with whom the procurement card is being used must also be indicated on the purchase order. 

B. Documentation of Over-the-Counter Purchases 

1. When a purchase is made, the cardholder must obtain the customer’s copy of the charge slip 
and the detail receipt. The buyer verifies that the receipt and charge slip are the same amount. 
The buyer verifies that no tax has been charged and that discounts have been given (i.e., State 
Contract price schedule, bids, or other applicable purchasing agreements). If receipt is incorrect, 
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the buyer will request a credit charge slip plus a corrected charge slip. All transaction receipts 
are to be turned in daily to the Department Representative. 

2. The charge slip and detailed invoice will be turned in daily by the cardholder to the Department 
Representative. Upon receipt of monthly statement, Department Representative will compile all 
receipts, verify against statement, and turn into Department Head for approval. 

3. The City is exempt from sales tax. The cardholder must ensure that the vendor is aware and 
does not charge sales tax. The City also has agreements for discounts. The cardholder must 
ensure that the vendor gives the discount. 

C. Telephone Orders 

1. When placing a telephone order, the cardholder must confirm that the vendor will charge the 
procurement card when the item is shipped so that the receipt of the item occurs during the 
same billing cycle as the charge. The City will pay for items that have been received. The City will 
not pay for items in transit. 

2. Ensure the vendor knows that the City will not pay tax and is aware of any discounts. The City’s 
Tax ID will be provided. 

3. Absolutely no backorders will be allowed after billing cycle. 

4. A telephone order will be confirmed by fax or email. The fax or email will be initialed by the 
buyer and given to the Department Representative. 

D. Missing Documentation. 

If, for some reason, the cardholder does not have documentation of the transaction, the cardholder 
must try to obtain a copy and if this is not possible, details of the purchase must be written on the 
missing receipt form. The information will include a description of each item, the number of items 
purchased, unit cost, date of purchase, vendor’s name, and why there is no supporting 
documentation. Continued incidents of missing documentation will result in the cancellation of the 
employee’s procurement card. 

E. Payment and Invoice Procedures 

1. First Bank (the procurement card issuer) will mail individual billing statements and one 
consolidated statement for all cardholders to Accounts Payable. This statement of accounts will 
list all transactions processed during the billing cycle. No statement of accounts will be 
generated unless adjustments for previously billed transactions have been processed during the 
cycle. The Accountant will distribute individual billing statements to cardholders.   

2. Account numbers are to be written on each receipt and turned in daily. All documents will then 
be reviewed and the summary form signed by the Department Head or a designated 
representative. By signing the summary form, the Department Head is certifying that all charges 
are appropriate, funds are available, and payment is authorized based on the attached receipts. 
Once the Department Head or the designated representative has reviewed all statements for 
which they are responsible, all documents are forwarded to Accountant. 



PROCUREMENT CARD MANUAL 
City of Gulf Shores, Alabama 

 
 11 

3. The Purchasing Officer and Accounts Payable will ensure that procurement card charges are 
paid on a timely basis and that the consolidated statement received is reconciled against the 
individual cardholder statements forwarded from the departments. Department Heads will be 
notified when individual statements are not received in the allotted time. Continued failure to 
meet the two (2) working days deadline may result in the revocation of procurement cards at 
the discretion of the City Administrator and Purchasing Officer. 

F. Disputes 

1. If Items purchased with the procurement card are defective, the cardholder must return the 
item(s) to the vendor for full replacement or credit. If the service paid for the procurement card 
is faulty, the vendor must be notified and asked to correct the situation or provide a credit. If 
the vendor refuses to replace or correct the faulty item or service, the purchase will be 
considered in dispute. 

2. It is essential that the time frames and documentation requirements established by First Bank 
be followed to protect the cardholder’s rights in dispute. 

3. Accountant must be notified of all disputed items. All documentation concerning the disputed 
items will be turned in to Accountant as soon as possible. Purchasing Officer will contact 
MasterCard and follow dispute procedures. Department Heads will complete the dispute section 
for each department summary. 

4. Department Heads will contact the Purchasing Officer about the transaction and will supply 
necessary information to begin the resolution process. Purchasing Officer completes and 
submits the First Bank MasterCard Dispute Form, along with a copy of the statement if the item 
has posted and the reason(s) for dispute. First Bank will place the item into a disputed state. 

5. If the problem is resolved between the merchant and the Department Head, the Department 
Head will write the agreed upon solution on the bottom of the dispute form and send to First 
Bank as soon as possible. If an agreement cannot be reached, the following steps will be 
completed: 

a. After the item has been entered as a dispute, First Bank must determine who is 
responsible by researching the transaction, including requesting a copy of the sales 
receipt when necessary. When responsibility for the transaction is determined, the 
dispute will be settled in the current account cycle. 

b. When a transaction is in dispute, the disputed amount is still included in calculating the 
procurement card’s account balance. At the time the item is placed in dispute, it is 
removed from all finance charges, late charges, past due amounts, and payment 
calculations. Finance charges which accrue from posting until the item is placed in 
dispute will be paid by the City. Any cardholder statements generated while the account 
is in dispute will display the following message:    

“YOUR ACCOUNT IS IN DISPUTE FOR $XXX.XX. THIS AMOUNT HAS NOT BEEN INCLUDED 
IN THE FINANCE CHARGE OR PAYMENT CALCULATION.” 
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c. If the cardholder is actually responsible for the transaction, the dispute is settled in 
favor of First Bank and no further actions are required. If the cardholder is not 
responsible for the transaction, the dispute is settled in favor of the cardholder and the 
charge back process may be initiated against the merchant. 

d. If there continues to be a problem with a particular merchant, the cardholder should 
notify Purchasing Officer. 

e. Purchasing Officer will be responsible to keep all documentation, complete status 
reports, and forward reports to the Accountant on all disputed items. 

f. Any item or amount considered inappropriate or charged incorrectly which is not 
credited by the vendor, will be a disputed item or amount. 

G. Review of Purchases by Departments 

1. Department Heads or designated representatives, because of their knowledge of their job 
responsibilities and requirements, are required to review each procurement card expenditure, 
to include item purchased, amount, and vendor, to ensure the goods or services were necessary 
and for official use. 

2. When purchases are questioned, the Department Head or designated representative will be 
responsible for resolving the issue with the cardholder. If the Department Head or designated 
representative cannot be satisfied that the purchase was necessary and for official use, the 
cardholder must provide a credit voucher proving the item(s) were returned for credit. If the 
item(s) cannot be returned, then a payment will be made in cash to the City by the 
employee/cardholder. The City reserves the right to pursue all legal avenues available for 
collection. If cardholder misuses or attempts to use card for unauthorized purchases a second 
time, the MasterCard will be terminated, and the employee will no longer be authorized to use a 
procurement card. 

3. All misuse must be documented and filed with Purchasing Officer. Purchasing Officer will report 
all disputes and misuse to the City Administrator.  
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I. Objective 
The purpose of this manual is: (1) to provide control and accountability over fixed assets, and (2) to 

gather and maintain information needed for the City’s annual audit in conformity with Generally 

Accepted Accounting Principles and with Governmental Accounting Standards Board Statement 34. 

II. Policy 
Governmental Accounting Standards Board (GASB) Statement 34 requires that all fixed assets be 

reported in the government-wide balance sheet net of accumulated depreciation if applicable. 

Each department is responsible for assisting in providing accurate, complete, and timely capital asset 

information to the Purchasing Officer annually. The Purchasing Officer is responsible for entering the 

fixed asset information in the City’s financial software (Incode, Tyler Technologies), and tracking Capital 

Improvement Projects for review during the City’s annual audit. 

III. Fixed Asset Definitions and Guidelines 
Fixed Assets, also known as “Capital Assets,” are tangible and intangible assets acquired for use in 

operations that will benefit more than a single fiscal period. Typical examples are land, improvements to 

land, easements, water rights, buildings, building improvements, vehicles, machinery, equipment, 

infrastructure, and various intangible assets. (Land associated with infrastructure should be reported as 

land rather than as part of the cost of the related infrastructure asset.) 

A fixed asset is an asset that has a value equal or greater than the capitalization threshold established 

for that asset type. Fixed assets are reported for financial reporting purposes. 

IV. Fixed Asset Type 
The City has invested in a wide variety of fixed assets used in City operations. These assets are broadly 

classified as follows: 

 Buildings and Improvements 

 Emergency Vehicles & Equipment 

 Fire Vehicles & Equipment 

 Infrastructure 

 Land 

 Office Equipment 

 Other Vehicles & Equipment 

 Parks & Recreational Facilities 

 Police Vehicles & Equipment 
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V. Fixed Asset Acquisition Cost 
Fixed Assets are recorded and reported at their historical costs. Historical cost includes the vendor’s 

invoice (less the value of any trade-in), initial installation cost (excluding in-house labor), modifications, 

attachments, accessories or apparatus necessary to make the asset usable and render it into service. 

Historical costs also include ancillary charges, such as freight and transportation charges, site 

preparation costs, and professional fees. 

The costs of fixed assets for governmental activities do not include capitalized interest. Interest, 

however, is capitalized on assets that are constructed for an agency’s enterprise fund or otherwise 

produced for an enterprise fund’s own use (including assets constructed or produced for the enterprise 

by others for which deposits or progress payments have been made), and assets intended for sale or 

lease that are constructed or otherwise produced as discrete projects (for example, ships or real estate 

developments). 

Please note: The book value of assets recorded at historical costs should never be increased to reflect 

appraised value, insurance value, replacement cost, etc. 

Thresholds for capitalizing assets for each major class of assets are as follows: 

 

 

 

 

 

 

VI. Fixed Asset Donations 
GASB Statement No. 33, Accounting and Financial Reporting for Non-Exchange Transactions, defines a 

donation as a voluntary non-exchange transaction entered into willingly by two or more parties. Both 

parties may be governments, such as the Federal Government, another state, a county or municipality, 

or one party may be a nongovernmental entity, including an individual. 

When an asset has been received and the eligibility requirements to receive the asset have been met, 

capital assets are debited and revenue is credited in the fund financial statements of an enterprise fund 

and the government wide financial statements for a governmental fund. 

When an asset has been received but the eligibility requirements to receive the asset have not been 

met, capital assets are debited and deferred revenue is credited in the fund financial statements of an 

enterprise fund and the government wide financial statements for a governmental fund. 

Asset Type Threshold 
Land $5,000 
Infrastructure $500,000 
Buildings & Improvements $100,000 
Parks & Recreational Facilities $50,000 
Police Vehicles & Equipment $15,000 
Fire Vehicles & Equipment $15,000 
Emergency Vehicles & Equipment $15,000 
Other Vehicles & Equipment $10,000 
Office Equipment $5,000 
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VII. Appraisal of Assets (Gifts and Donations) 
Donated property must be recorded at its estimated fair market value on the date of acquisition, using a 

reasonable market study. 

The method used to appraise the value computed for gifts and donations should be based on a 

reasonable assessment. This method must be fully documented and maintained on file to support the 

value. 

VIII. Capital Asset Categories 

A. Land 
Land is defined as the surface or crust of the earth, which may be used to support structures or 

grow crops, grass, shrubs, and trees. Land is characterized as having an inexhaustible life. All 

expenditures made to acquire land and to ready it for its intended use should be considered as 

part of the land cost. 

Examples of expenditures to be capitalized as land: 

 Purchase price or, if donated, fair market value at time of donation 

 Commissions 

 Professional fees (title searches, architect, legal, engineering, appraisal, surveying, 

environmental assessments, etc.) 

 Permanent landscaping such as land clearing, excavation, fill, grading, drainage (includes 

movement of earth in preparation for water impoundment) 

 Demolition of existing buildings and improvements (less salvage) 

 Removal, relocation, or reconstruction of property of others on the land so that the land 

may be used differently (railroad, telephone, and power lines) 

 Interest on mortgages accrued at date of purchase 

 Accrued and unpaid taxes at date of purchase 

 Other costs incurred in acquiring the land 

 Water wells (includes initial cost for drilling, the pump and its casing) 

 Right-of-way 

B. Buildings and Improvements 
A Building is defined as a structure that is permanently attached to the land, has a roof, is 

partially or completely enclosed by walls, and is not intended to be mobile. 

Building Improvements are defined as capital events that increase the value of a building, 

materially extend the useful life of a building, or both. A building improvement should be 

capitalized as a sub-asset of the building and recorded as an addition of value to the existing 

building if the expenditure for the improvement is at the capitalization threshold and the 

expenditure increases the life or value of the building by 25% of the original life period or cost. 
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Land Improvements are defined as attachments to the land that have limited lives and therefore 

are recorded separately and are depreciable. 

Examples of expenditures to be capitalized as buildings: 

Purchased Buildings 

 Original purchase price 

 Expenses for remodeling, reconditioning or altering a purchased building to make it ready to 

use for the purpose for which it was acquired 

 Environmental compliance (i.e., asbestos abatement) 

 Professional fees (sales commission, legal, architect, inspection, appraisal, title search, etc.) 

 Payment of unpaid or accrued taxes on the building at the date of purchase 

 Cancellation or buyout of existing leases on the building 

 Other costs required to place or render the asset into operation 

Constructed Buildings 

 Completed project costs 

 Interest accrued during construction for enterprise type activities 

 Cost of excavation or grading or filling of land for a specific building 

 Expenses incurred for the preparation of plans, specifications, blueprints, etc. 

 Cost of buildings permits 

 Professional fees (architect, engineer, management fees for design and supervision, legal) 

Note: Architect fees are expensed if a decision is made to not proceed with the construction of 

the building. 

 Costs of temporary buildings used during and for the construction 

 Unanticipated costs such as rock blasting, piling, or relocation of the channel of an 

underground stream 

Examples of expenditures to be capitalized as building improvements: 

Note: For a replacement to be capitalized, it must be a part of a major repair or rehabilitation 

project that increases the value and/or useful life of the building (such as renovation of a 

student center) and meets the capitalization threshold. A replacement may also be capitalized if 

the new item or part is of significantly improved quality and higher value compared to the old 

item or part (such as replacement of an old shingle roof with a new fireproof tile roof). 

Replacement or restoration of an item to its original utility level is not capitalized. 

Determinations must be made on a case-by-case basis. 

 Conversion of attics, basements, etc., to usable office, clinic, research, or classroom space 
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 Structures attached to the building such as covered patios, sunrooms, garages, carports, 

enclosed stairwells, etc. 

 Original installation/upgrade of heating and cooling systems, including ceiling fans and attic 

vents 

 Original installation/upgrade of wall or floor covering such as carpeting, tiles, paneling, or 

parquet 

 Structural changes such as reinforcement of floors or walls, installation or replacement of 

beams, rafters, joists, steel grids, or other interior framing 

 Installation or upgrade of windows or door frames, upgrading of windows or doors, built-in 

closets and cabinets 

 Interior renovation associated with casings, baseboards, light fixtures, ceiling trim, etc. 

 Exterior renovation, such as installation or replacement of siding, roofing, masonry, etc. 

 Installation or upgrade of plumbing and electrical wiring 

 Installation or upgrade of phone or closed circuit television systems, networks, fiber optic 

cable, wiring required in the installation of equipment (that will remain in the building) 

 Permanently attached fixtures or machinery that cannot be removed without impairing the 

use of the building 

 Additions to buildings (expansions, extensions, or enlargements) 

 Other costs associated with the above improvements 

Examples of expenditures to be capitalized as land improvements: 

 Fencing and gates 

 Landscaping of non-temporary nature 

 Parking lots/driveways/parking barriers/roadway 

 Outside sprinkler systems 

 Recreation areas & athletic fields (including bleachers) 

 Golf course 

 Paths and trails 

 Septic systems 

 Swimming pools, tennis courts 

 Fountains 

 Plazas, pavilions 

 Retaining walls 

 Lighting systems 

 Water impoundment structures or attachments (damn, liner, other water control 

structures) 

1. Building Maintenance Expense 

Maintenance costs allow an asset to continue to be used during its originally established 

useful life. Maintenance costs are expensed in the period incurred. 
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The following are examples of expenditures not to be capitalized as building improvements. 

Instead, these items should be recorded as repair and maintenance expense: 

 Adding, removing, and/or moving of walls relating to renovation projects that are not 

considered major rehabilitation projects and do not increase the value of the building 

 Improvement projects of minimal or no added life expectancy and/or value to the 

building 

 Plumbing or electrical repairs 

 Cleaning, pest extermination, or other periodic maintenance 

 Interior decoration, such as draperies, blinds, curtain rods, wallpaper 

 Exterior decoration, such as detachable awnings, uncovered porches, decorative fences, 

etc. 

 Maintenance-type interior renovation, such as repainting, touch-up plastering, 

replacement of carpet, tile, or panel sections, sink and fixture refinishing, etc. 

 Maintenance-type exterior renovation such as repainting, replacement of deteriorated 

siding, roof, or masonry sections 

 Replacement of a part or component of a building with a new part of the same type and 

performance capabilities, such as replacement of an old boiler with a new one of the 

same type and performance capabilities 

 Any other maintenance-related expenditure which does not increase the value of the 

building 

2. Determining Whether to Capitalize or Expense an Item 

In determining whether expenditures are related to a maintenance item or whether it is 

related to a capital item, the following guidance is offered: 

Care is sometimes needed to distinguish actions that lengthen the useful life of an asset 

from those that merely avoid shortening it. 

Assume, for example, that a new building is expected to have a useful life of 80 years, but 

will need to have its roof replaced in just half that time. Further assume that the cost of the 

roof is included in the cost of the building (i.e., rather than treated as a separate capital 

asset in its own right). 

It might be tempting to argue that since the building’s useful life would be just 40 years if 

the roof were not replaced, the replacement extends the building’s useful life and so 

qualifies as an improvement. In substance, however, the replacement of the roof does not 

lengthen the building’s originally estimated useful life of 80 years, but simply avoids cutting 

it in half. That is, the roof replacement maintains rather than extends the originally 

estimated useful life of the building, and therefore should be treated as a repair (i.e., 

maintenance) rather than as a replacement. (From “Accounting for Capital Assets: A guide 

for state and local governments”) 
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 Generally, expenditures that increase the economic value of the asset increase the 

useful life beyond the original useful life, or increase the productive capability of 

capacity (uses, scope of users, etc.) should be capitalized. 

 Expenditures made to restore or maintain an asset at its original condition are expensed 

and not capitalized. 

C. Impairment of Fixed Assets 
A Fixed Asset is considered to be impaired when its service utility has permanently declined 

significantly and unexpectedly. Events or changes in circumstances that may be indicative of 

impairment include evidence of physical damage, changes in legal or environmental factors, 

technological changes or evidence of obsolescence, changes in the manner or duration of use of 

a capital asset, and construction stoppage. 

Generally, an asset would be considered impaired if both: 

 the decline in service utility of the asset was large in magnitude, and 

 the event or change in circumstances was outside the normal life cycle of the asset. 

In the event a reportable capital asset is impaired, there are two options for reporting the 

impairment: 

 If the asset will no longer be used, the asset should be written down to the lower of carrying 

value or fair market value. 

 If the asset will continue to be used, the asset should be written down by the estimated 

impairment loss, as defined in GASB Statement No. 42, “Accounting and Financial Reporting 

for Impairment of Capital Assets and for Insurance Recoveries.” 

D. Leasehold Improvements 
Leasehold Improvements are defined as improvements made to leased property that will revert 

to the lessor at the expiration of the lease. Leasehold improvements include construction of new 

buildings or improvements made to existing structures by the lessee, who has the right to use 

these leasehold improvements over the term of the lease. Moveable equipment or office 

furniture that is not attached to the leased property is not considered a leasehold improvement. 

For leasehold improvements, the useful life is the estimated service life of the leasehold 

improvements, or the remaining term of the lease, whichever is shorter. 

E. Easements 
An Easement is defined as an interest in land owned by another that entitles its holder to a 

specific limited use or enjoyment (right to use the land). Easements are characterized as having 

an inexhaustible life. 

F. Equipment 
Equipment is defined as fixed or movable tangible assets to be used for operations. 

Improvements or additions to existing equipment that constitute a capital outlay or increase the 
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value or life of the asset by 25% of the original cost or life should be capitalized and recorded as 

a sub-asset of the existing asset. 

Examples of expenditures to be capitalized as equipment include: 

 Original contract or invoice price 

 Freight charges 

 Import duties 

 Handling and storage charges 

 In-transit insurance charges 

 Sales, use, and other taxes imposed on the acquisition 

 Installation charges 

 Charges for testing and preparation for use 

 Costs of reconditioning used items when purchased 

 Parts and labor associated with the construction of equipment 

Note: If incidental items, such as extended warranties or maintenance agreements, are included 

with the capital asset upon receipt and are not listed as a line item on the purchase order or on 

the invoice, then the incidental charges are considered a part of the capital asset. 

G. Equipment vs. Vehicle 
A Vehicle is a fixed asset that can move itself under its own power. Cars and trucks should be 

classified as vehicles. Travel trailers, horse trailers, etc. should be classified as equipment. 

Careful consideration should be given as to whether an asset is a vehicle or equipment. 

H. Infrastructure 
Infrastructure is defined as a long-lived fixed asset that normally is (1) stationary in nature, and 

(2) can be preserved for a significantly greater number of years than most capital assets.  

Examples of expenditures to be capitalized as infrastructure include: 

 Roads, streets, curbs, gutters, sidewalks, fire hydrants 

 Canals, waterways, wharfs, docks, sea walls, bulkheads, boardwalks 

 Dam, drainage facility 

 Radio or television transmitting tower 

 Electric, water, and gas (main lines and distribution lines, tunnels, etc.) 

 Fiber optic and telephone distribution systems (between buildings) 

 Light system (traffic, outdoor, street, etc.) 

 Signage 

 Airport runway, strip, taxiway or apron 
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I. Construction-in-Progress 
Construction-in-Progress (CIP) consists of construction projects subject to capitalization, either 

tangible or intangible in nature. When a capital asset project is completed within one fiscal year, 

the related asset is added directly to fixed assets before fiscal year end. If a project is not 

completed within one fiscal year, that portion of accumulated costs which is capitalizable should 

be reported and recorded as CIP at fiscal year end. Because an asset under construction is not 

complete, or being used, depreciation will not be recorded. The agency will be responsible for 

supplying information on projects as requested by the external auditors during the annual 

financial audit. 

1. Procedures for Transferring an Asset from CIP to Fixed Assets 

The asset under construction should be capitalized to its appropriate capital asset category 

(Land, Infrastructure, Buildings and Improvements, Parks and Recreational Facilities, etc.) 

upon the earlier occurrence of substantial completion, occupancy, or when the asset is 

placed into service. Questions regarding CIPs should be referred to the auditors prior to the 

completion of the annual financial audit.  

2. Purchase of Existing Building 

As soon as you have closed on the building, contact the Purchasing Officer to add the 

building to insurance and to have the building added as a Fixed Asset.  

J. Capital Leases 
Capital Leases transfer virtually all rewards and risks that accompany ownership of property to 

the lessee. A capital lease is a means of financing property acquisitions and has the same 

economic impact as a purchase made on an installment plan. Thus, the lessee in a capital lease 

must record the leased property as an asset and the lease obligation as a liability. 

A lease agreement entered into by a municipal agency is a capital lease and should be 

capitalized only if the lease agreement meets one of the following criteria: 

 The lease transfers ownership of the property to the lessee by the end of the lease term. 

 The lease contains a bargain purchase option. 

 The lease term is equal to 75% or more of the estimated economic life of the leased 

property. 

 The present value of the minimum lease payments at the inception of the lease, excluding 

administrative costs, equals at least 90% of the fair value of the leased property. 

Leases that do not meet any of the proceeding criteria should be recorded as an operating lease 

and reported in the notes of the financial statements. 

K. Intangible Assets 
The Governmental Accounting Standards Board (GASB) issued Statement No. 51, “Accounting 

and Financial Reporting for Intangible Asset.” Governments possess many different types of 
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assets that may be considered intangible assets, including easements, water rights, timber 

rights, patents, trademarks, and computer software (including licenses).  

Statement No. 51 identifies an intangible asset as having the following three required 

characteristics: 

 It lacks physical substance – in other words, you cannot touch it, except in cases where the 

intangible is carried on a tangible item (for example, software on a DVD). 

 It is nonfinancial in nature – that is, it has value, but is not in a monetary form like cash or 

securities, nor is it a claim or right to assets in a monetary form like receivables, nor a 

prepayment for goods or services. 

 Its initial useful life extends beyond a single reporting period. 

Note: Software maintenance agreements are to be expensed in the period incurred. 

L. Works of Art and Historical Treasures 
See Administrative Policy No. 16 

IX. Capital Fixed Asset Tags 
All City Departments are reminded to obtain their capital fixed asset tags from the Purchasing Officer. 

X. Depreciation and Useful Life 
All assets, other than land, must be depreciated. These assets should be depreciated in a straight-line 

method over their expected useful life. Assets that are consumed, used-up, habitually lost or worn-out 

in one year or less should not be recorded as a fixed asset. Useful life is the estimated number of years 

and/or months that an asset will be able to be used for the purpose for which it was purchased or 

constructed. The useful life of an existing similar fixed asset is the best reference when determining 

useful life of a new asset.  Useful life is entered as months.   

 

 

Asset Type Suggested Useful Life 
Vehicles & Equipment 60 Months 
Software  84 Months 
Office Furniture 60 Months 
New Buildings 480 Months 
Building Improvements:  
 Roofs 240 Months 
 Plumbing 240 Months 
 Elevators 240 Months 
 Renovations 240 Months 
 HVAC 240 Months 
Outdoor Facilities 84 Months 
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XI. Disposal or Transfer of Fixed Assets  
Fixed asset custodians are responsible for safeguarding all equipment and other fixed assets assigned to 

their department, including items no longer needed, until the items have been submitted and physically 

delivered to the Purchasing Tech as surplus property. Custodians should complete the Declaration of 

Surplus Property or Transfer Form when submitting items as surplus. 

Please note:  Fixed assets obtained through Federal or State grants may have restrictions on disposal or 

transfer. Fixed asset custodians are responsible for abiding by any guidelines associated to fixed assets 

assigned to their department. 

 



COUNCIL AGENDA SUMMARY

TO: Mayor Craft & Members of the City Council

FROM: Marcy Kichler, Revenue Supervisor

SUBJECT: Proposed “Back to School” Sales Tax Holiday

DATE: April 4, 2016

ISSUE:  The 2016 “Back to School” Sales Tax Holiday begins at 12:01 a.m. on Friday, August 
5, 2016 and ends at twelve midnight on Sunday, August 7, 2016. As required by Rule 810-6-
3-65, a participating county or municipality shall submit a certified copy of their adopted 
resolution or ordinance providing for the Sales Tax Holiday, and any subsequent 
amendments thereof, to the Alabama Department of Revenue before July 5, 2016.

BACKGROUND: In 2006, the State of Alabama passed into law Act No. 2006-574, 
hereinafter referred to as “The Act”, creating an annual State sales tax holiday. The holiday 
occurs during the first weekend of August to allow back to school shoppers the opportunity
to purchase certain school related supplies, clothing and equipment free of state sales tax.

PREVIOUS COUNCIL ACTION: The city has participated in this program annually adopting 
an Ordinance authorizing a City Sales Tax Holiday. Ordinance 1783 provided for sales tax 
holiday in 2015.

BUDGET IMPLICATIONS:

RECOMMENDATION: Approve sales tax holiday for 2016, and subsequently on the first full
weekend of August thereafter until rescinded.

RELATED ISSUES: None

ATTACHMENTS: ADOR Notice and List of tax exempt items

DEPARTMENT:  Finance and Admin

STAFF CONTACT:  Marcy Kichler











COUNCIL AGENDA SUMMARY

TO:                  Mayor Craft & Members of the City Council

THROUGH:   Steve Griffin, City Administrator

FROM:            Cindy King Dooley, Finance & Administrative Services Director

SUBJECT:   Acceptance of Pelican Place Purchase Option

DATE:             March 31, 2016

ISSUE:  Notice of  Pelican Place purchase option for $400,000 has been exercised March 23, 
2016 by RCG Ventures I, LLC on behalf of RCG-Gulf Shores, LLC by letter.

BACKGROUND :   T he Amended and Restated Repurchase and Sale Agreement dated March 1, 
2009, by and among the City of Gulf Shores, Langley-Colonial, LLC (“Langley”) and Colonial 
Realty Limited Partnership (“Colonial) to which Langley-Colonial, LLC successor is RCG-Gulf 
Shores, LLC  provides for a purchase option of $400,000 upon completion of debt service 
payments for Pelican Place.  RCG Ventures I, LLC notified the City by letter March 23, 2016.   

PREVIOUS COUNCIL ACTION:  None

BUDGET IMPLICATIONS:   $400,000 in Revenue can be used to reduce outstanding 2014 
line of credit payments.

RELATED ISSUES:  None

ATTACHMENTS:  Resolution attached

DEPARTMENT:  Finance and Administrative Services

STAFF CONTACT:   Cindy King Dooley





{BH290450.1}

RESOLUTION NO.                   

BE IT RESOLVED  by the City Council (the “ Council ”) of the City of Gulf Shores (the " City ") 
as follows:

Section 1. Findings.  The Council has ascertained and does hereby find and declare that

(a) it is in the best public and financial interest of the City to convey, by deed, to RCG-Gulf 
Shores, LLC (the “ Purchaser ”), Lots 2,3,4,7 and 8 according to the Amended Plat of Colonial Properties 
Commercial Park, Gulf Shores, Alabama (collectively the “ Property ”), pursuant to the Amended and 
Restated Repurchase and Sale Agreement dated March 1, 2009 by and among the City of Gulf Shores, 
Alabama, Langley-Colonial, LLC and Colonial Realty Limited Partnership, to which Langley-Colonial, 
LLC successor is RCG-Gulf Shores, LLC, and 

(b) notice of exercise of the purchase option was given by letter dated March 23, 2016 from 
RCG Ventures I, LLC on behalf of the Purchaser.  

Section 2. Approval   of   Transfer .  The transfer of the aforesaid Property to the Purchaser is 
hereby authorized, ratified, adopted and confirmed.

Section 3. Direction    to    Execute    documents .   The Mayor and City Clerk are hereby 
authorized and directed to execute, attest, seal and deliver the conveyance deeds described in Section 1 
above and are further authorized and directed to take such other actions and execute such other documents 
as may be necessary in connection therewith.

Passed and adopted this 11th day of April, 2016.

                                                                      
Mayor

CITY SEAL

Attest:                                                           
City Clerk
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COUNCIL AGENDA SUMMARY

DATE: April 4, 2016

TO:  Mayor Craft, City Council

FROM: Court Administrator

ISSUE:   Amend Resolution No. 5581–15 Move start time for Municipal Court to 2:00 p.m.

RECOMMENDATION: In an effort to accommodate the ever increasing docket, without 
adding a third court day per month, Judge Frank Hollon, Prosecutor Ken Raines and I are 
proposing moving the start time for municipal court to 2:00 p.m.  We believe this will help to 
combat conflicts with other courts within the county and result in less overtime for officers, as
well as, accommodating attorneys who might be required to appear in other jurisdictions on 
the same day.

PREVIOUS COUNCIL ACTION:  In October, 2015, the Council approved Resolution 

5581-15 establishing the place, dates and times for the Gulf Shores Municipal Court to hold 

open session for the purpose of hearing matters within its jurisdiction during the period from 

January 7, 2016 through December 15, 2016.  This Resolution also established the time for 

holding the Plea Docket Court (first court date of each month) and Trial Docket Court (second

court date of each month) as 3:30 p.m.

BUDGET IMPLICATIONS:  Less overtime for Police and Court personnel

RELATED ISSUES:  None

ATTACHMENTS:  Draft Resolution

DEPARTMENT:     Municipal Court

STAFF CONTACT:  Ken McKenzie, Court Administrator







 

 
 
TO:  Mayor Craft & Members of the City Council  
 
FROM:  Andy Bauer, Director of Planning & Zoning    
 
SUBJECT: ZA2016-01 Article 14-1 Required Minimum Off-street Parking Spaces - Zoning 

Text Amendment  
 
DATE:   April 4, 2016 
 
ISSUE:   The City of Gulf Shores proposes to modify Table 14-1B Required Minimum Off-
street Parking Spaces to make the following changes:  
 

• Increase the amount of parking required for single family and duplex housing located in 
the BT zoning districts and Single Family & Duplex Tourist Rental Overlay District. 

 
RECOMMENDATION:  Staff recommends the City Council approve the proposed changes to 
Table 14-1B Required Minimum Off-street Parking Spaces. 
 
BACKGROUND:  Currently single family and duplex houses are required 1 parking space per 
bedroom if they are located on the beach or Little Lagoon. Single family and duplex housing in 
the beach area but not located on the waterfront are only required 2 parking spaces no matter 
how many bedrooms a structure has even though many of these dwellings are just as likely to be 
rented as the dwellings on the beach or lagoon. Staff proposes to amend the Zoning Ordinance to 
require 1 parking space per bedroom for all houses and duplexes located within the Single 
Family & Tourist Rental Overlay District and BT zoned areas.  
 
PLANNING COMMISSION: At their March 22, 2016 meeting the Planning Commission 
passed a resolution recommending approval (9-0) of this zoning text amendment to the City 
Council.  
 
 
ATTACHMENTS: Staff Report  
 
 



 
 
TO:          Mayor Robert Craft, and     DATE:   April 4, 2016 
                 Members of the City Council   
 
FROM:    Andy Bauer, AICP 
                  Director of Planning & Zoning  
--------------------------------------------------------------------------------------------------------------------- 
SUBJECT: ZA2016-01 Article 14-1 Required Minimum Off-street Parking Spaces – Zoning 

Text Amendment 
 
 
SUMMARY: The City of Gulf Shores proposes to modify Table 14-1B Required Minimum Off-
street Parking Spaces to make the following changes:  
 

• Increase the amount of parking required for single family and duplex housing located in 
the BT zoning districts and Single Family & Duplex Tourist Rental Overlay District. 

 
When working on the recent Cottage Subdivision amendment staff noticed the need to amend the 
parking regulations for single family and duplex dwellings located in the beach area. Currently 
single family and duplex houses are required 1 parking space per bedroom if they are located on 
the beach or Little Lagoon. Single family and duplex housing in the beach area but not located 
on the waterfront are only required 2 parking spaces no matter how many bedrooms a structure 
has even though many of these dwellings are just as likely to be rented as the dwellings on the 
beach or lagoon. Staff proposes to amend the Zoning Ordinance to require 1 parking space per 
bedroom for all houses and duplexes located within the Single Family & Tourist Rental Overlay 
District and BT zoned areas.  
 
PLANNING COMMISSION: At their March 22, 2016 meeting the Planning Commission 
passed a resolution recommending approval (9-0) of this zoning text amendment to the City 
Council.  
 
RECOMMENDATION: Staff recommends the City Council approve the changes to Table 14-
1B Required Minimum Off-street Parking Spaces.  
 
PROPOSAL: The proposed amendment is below. Red wording is being added and words that 
are struck through will be deleted.  
 

Table 14-1B: Required Minimum Off-street Parking Spaces 
Residential Uses 
1. Single-family Dwelling, attached or detached 2 spaces; or for Dwellings with Direct Frontage on Gulf of Mexico or 

Little Lagoon zoned BT or within the Single Family & Duplex Tourist 
Rental Overlay District – 2 spaces plus 1 space for each Bedroom after 
the first two Bedrooms 

 







































































































COUNCIL AGENDA SUMMARY

DATE: April 4, 2016

TO:  Mayor Craft, City Council

FROM: City Clerk

ISSUE:   Board Reappointments

RECOMMENDATION:  Reappoint Randy Kaiser – Personnel Board – 3 Year Term
        Reappoint Linda Bender – Beautification Board – 3 Year Term

PREVIOUS COUNCIL ACTION:

(1)  Approval of Resolution No. 5292-13 appointing Randy Kaiser to the Personnel Board for 

a three year term expiring on March 27, 2016.

(2)  Approval of Resolution No. 5499-15 appointing Linda Bender to the Beautification Board

to fill the unexpired term of Carol Wall expiring on April 9, 2016.

BUDGET IMPLICATIONS:  None

RELATED ISSUES:  None

ATTACHMENTS:  None

DEPARTMENT:     Human Resources, Public Works and Executive Department

STAFF CONTACT:   Wanda Parris, City Clerk



COUNCIL AGENDA SUMMARY

DATE: April 4, 2016

TO:  Mayor Craft, City Council

FROM: City Clerk

ISSUE: Designation of Erie Meyer Civic Center as Polling Place within City of Gulf Shores

RECOMMENDATION:  Because our population has increased significantly and voter 
turnout has been excellent whenever elections are held, it has become evident we have 
outgrown the use of the Adult Activity Center as our polling place.   Our office received 
multiple calls after the March Presidential Primary and Constitutional Amendment Vote 
stating the voting lines were long, too much time to get through the door, and the elderly
and handicap access was limited.   Convenient parking was also impacted.

In addition, we received a call from the Baldwin County Commission Office requesting 
use of the Civic Center for the November Presidential Election for the same reasons 
above.

Please designate the Erie Hall Meyer Civic Center located at 1930 West 2nd Street within 
the municipality as the place of voting for use by all electors in all wards for all elections 
ordered after April 11, 2016.  

BUDGET IMPLICATIONS:  None

RELATED ISSUES:  None

ATTACHMENTS:    None

DEPARTMENT:       Executive Department

STAFF CONTACT:  Wanda Parris, City Clerk



ORDINANCE NO.

AN ORDINANCE
TO AMEND THE CODE OF ORDINANCES,

ADOPTED JULY 24, 1989, AT CHAPTER 2, ADMINISTRATION,
ARTICLE I. IN GENERAL, BY THE ADDITION OF SECTION 2-6. DESIGNATION OF 

POLLING PLACE
______________________________________________________________________________

    BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF GULF SHORES, 
ALABAMA, WHILE IN REGULAR SESSION ON APRIL 11, 2016, as follows:

    Section 1.  That Chapter 2, ADMINISTRATION, of the Code of Ordinances, adopted July 24,
1989, be and it is hereby amended by the addition of Section 2-6. Designation of Polling Place, 
reading in its entirety as follows:

CHAPTER 2      ADMINISTRATION

ARTICLE I.  IN GENERAL

. . .

Section 2-6.  Designation of polling site.

Pursuant to the provisions of Section 11-46-24, Code of Alabama 1975, as amended, the City 
Council, for all elections it may order after April 11, 2016, designates one central place 
(location) within the municipality as the place of voting for use by all electors in all wards as 
follows: Erie Hall Meyer Civic Center, located at 1930 West 2nd Street, Gulf Shores, Alabama 
36542.

    Section 2.  That this Ordinance shall become effective upon its adoption and publication as 
required by law and shall continue in effect until repealed by action of the Council.

    ADOPTED this 11th day of April, 2016.

                                 __________________________
                                           Robert Craft, Mayor

ATTEST:

___________________
Wanda Parris, MMC
City Clerk

C E R T I F I C A T E

I, Wanda Parris, MMC, City Clerk of the City of Gulf Shores, Alabama, do hereby certify that 
the foregoing is a true and correct copy of Ordinance No.   (prepared by City Clerk), which 
Ordinance was duly and legally adopted at a regular meeting of the City Council on April 11, 
2016, and the same was duly published as required by law.

                                                                        ______________________________
             City Clerk



COUNCIL AGENDA SUMMARY

DATE: April 4, 2016

TO:  Mayor Craft, City Council

FROM: City Administrator

ISSUE:   Reappointment of Municipal Court Judge and City Prosecutor

RECOMMENDATION:  Reappoint Judge Frank Hollon for 2 year term
           Reappoint Prosecutor, Attorney Ken Raines for 2 year term

PREVIOUS COUNCIL ACTION:  In April, 2012, the Council appointed Judge Frank 

Hollon as Municipal Court Judge and Attorney Ken Raines as the Municipal Prosecutor for a 

term of two years.  In April, 2014 they both were reappointed for a two year term ending in 

April, 2016.

BUDGET IMPLICATIONS:  No salary modifications have been given over the previous 

two year term.  After factoring in average pay adjustments at the full time employee rate for 

two years and pursuant to Section 12-14-30, Code of Alabama 1975, the recommendation is 

to adjust Judge Hollon’s salary from $40,200/year to $44,000/year and Attorney Ken Raines 

monthly retainer from $2,100/month to $2,400/month.  That pursuant to Section 12-14-33, 

Code of Alabama 1975, it is also proposed that in the pay period beginning January 1 of each 

year hereafter, or at such time as all City employees are eligible to receive an annual salary 

adjustment, that both the Judge and Prosecutor be included in the adjustments.  They both are 

eligible to participate in the City’s insurance program at their own expense.

BUDGET IMPLICATIONS:  $7,400.00/year

RELATED ISSUES:  None

ATTACHMENTS:     Draft Resolution

DEPARTMENT:        Municipal Court and Executive Department

STAFF CONTACT:   Steve Griffin, City Administrator                                                           

  Ken McKenzie, Senior Court Magistrate



RESOLUTION NO. -16

A RESOLUTION
REAPPOINTING THE HONORABLE FRANK T.HOLLON

AS MUNICIPAL JUDGE FOR THE CITY OF GULF SHORES
AT THE CURRENT ANNUAL SALARY OF $44,000.00
FOR A TWO-YEAR TERM ENDING APRIL 16, 2018,

PURSUANT TO SECTION 12-14-30,
CODE OF ALABAMA 1975;

________________________________

     BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF GULF SHORES, 
ALABAMA, WHILE IN REGULAR SESSION ON APRIL 11, 2016, as follows:

     Section 1.  That The Honorable Frank T. Hollon be and he is hereby reappointed as Judge 
for the Municipal Court for the City of Gulf Shores, Alabama, at the current annual salary of 
$44,000.00 for a two-year term beginning April 16, 2016 and ending April 16, 2018, pursuant 
to Section 12-14-30, Code of Alabama 1975.

Section 2.  That pursuant to Section 12-14-33, Code of Alabama 1975, in the pay period 
beginning January 1 of each year hereafter, or at such time as all City employees are eligible to 
receive an annual salary adjustment, that the Municipal Court Judge will receive the same 
consideration.  

     Section 3.  Judge Hollon is eligible to participate in the City’s insurance program upon 
submission of an application for insurance to the HR Department. The City shall subtract from 
his monthly salary the insurance costs for single or family coverage  under the City’s group 
insurance program as provided to all City employees; and

     Section 4.  That this Resolution shall become effective upon its adoption.

     ADOPTED this 11th day of April, 2016.

                                                                                               ___________________  
                                                                                               Robert Craft, Mayor

ATTEST:

____________________
Wanda Parris, MMC
City Clerk

C E R T I F I C A T E

     I, Wanda Parris, MMC, City Clerk of the City of Gulf Shores, Alabama, do hereby certify 
that the foregoing is a true and correct copy of Resolution No.    -16 (prepared by City Clerk), 
which Resolution was duly and legally adopted at a regular meeting of the City Council on 
April 11, 2016.

                                                                         _______________________    
                                                                                          City Clerk



RESOLUTION NO. -16

A RESOLUTION
REAPPOINTING THE HONORABLE KENNETH R. RAINES,

 ATTORNEY AT LAW,
TO THE POSITION OF PROSECUTOR FOR THE MUNICIPAL COURT

 OF THE CITY OF GULF SHORES, ALABAMA;
AND DEFINING COMPENSATION, BENEFITS,

AND ESTABLISHING FEES AND EXPENSES
ELIGIBLE FOR REIMBURSEMENT

_____________________________________

     BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF GULF SHORES, ALABAMA, 
WHILE IN REGULAR SESSION ON APRIL 11, 2016, as follows:

     Section 1.  That Kenneth R. Raines was appointed as Prosecutor for the Municipal Court of 
the City of Gulf Shores, Alabama effective April 18, 2012 and reappointed on April 28, 2014 
for a term of two years; and

     Section 2.  That a minimum monthly retainer of $2,400.00 shall be paid to Mr. Raines as 
remuneration for the regular hours of legal services rendered each month as the Prosecutor in 
and for the Municipal Court of the City of Gulf Shores, plus the following stipulations:

Upon services rendered in excess of the regular hours each month, additional remuneration at 
the hourly rate of $90.00 may be billed to the City by Mr. Raines and approved by the 
Administrative Officer or Mayor.

No charges shall be made for travel time or travel expenses.

    Section 3.  That pursuant to Section 12-14-33, Code of Alabama 1975, in the pay period 
beginning January 1 of each year hereafter, or at such time as all City employees are eligible to 
receive an annual salary adjustment, that the Municipal Court Prosecutor will receive the same 
consideration.  

Mr. Raines is eligible to participate in the City’s insurance program upon submission of an 
application for insurance to the HR Department. The City shall subtract from his monthly 
retainer the insurance costs for single or family coverage under the City’s group insurance 
program as provided to all City employees; and

     Section 4.  That should Mr. Raines be unable to represent the City of Gulf Shores as 
Prosecutor, the City shall be represented by an individual from Mr. Raines’ firm; and

     Section 5.  That this Resolution shall become effective upon its adoption.

     ADOPTED this 11th day of April, 2016.

                                                                                 __________________________    
                                                                                           Robert Craft, Mayor
ATTEST:

____________________
Wanda Parris, MMC
City Clerk
                                                          C E R T I F I C A T E
     I, Wanda Parris, MMC, City Clerk of the City of Gulf Shores, Alabama, do hereby certify 
that the foregoing is a true and correct copy of Resolution No.  -16 (prepared by City Clerk), 
which Resolution was duly and legally adopted at a regular meeting of the City Council on 
April 11, 2016.
                                                                              _______________________ 
                                                                                            City Clerk
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